~~ 3" = 


a 8 


= 
I» h a Satis 
WD-13 Issued April 19, 1940 


_— 


+ 


UNITED STATES DEPARTMENT OF AGRICULTURE we 
AGRICULTURAL ADJUSTMENT ADMINISTRATION = 


€ 


WESTERN DIVISION = 


- 


pa, 
f \” BUREAM OF 
AGRICULTURAL ECONGMICS 
o. ES ps hee 


__GRANTS OF AID | 


“Table of Contents 
Page 
ij Part 1 - General 3 
Section A, Materials to be Furnished as Grants of Aid 3 
1 - Kinds 3 
2 - Amount 3 
& - Rate of deduction, area, and method of 
transportation 3 
4 - Allocation of material 3 
Section B, Use of Grants of Aid Materials 3 
1 - Purpose for which materials may be used 
2 - Conditions under which materials are furnished a 
Part 11 - County Office Instructions for Handling Requests 
for Grants of Aid a 
Section A, Requesting Material 4 
1 - Preparation of Form ACP-64 e 
2 - Preparation of Form ACP-65 6 
Section B, Procedure to be Followed upon Receipt 
of Material 8 
y \ 1 - Shipped in carload lots 8 
2 - Delivered at platform of plant or 
warehouse 9 
Section C, Receipting for Material 11 


1 - Execution of Section IV of Form ACP-64 by the 
producer Le 

- Notice to State Office of quantity to individuals 11 

3 - Preparation of Form ACP-67 1B 


eee 


Part III, - State Office Procedure 
Section A. Handling Request for Material 
1 -— Verification and approval 
2 - Preparation of Form ACP-66 
3 - Disposition of Form ACP-66 


Section B, Completion of Records in connection with 
shipments 
1 - Handling receipts for material delivered 
2 - Checking Forms ACP-64 and related "Final" 
Form ACP-65 


Flow chart for Forms ACP—64, -65, -66 and 
-67, and WD-5 


Part IV, - Procedure for Handling Shipments 


Section A. Issuing Government bills of lading 


1 - General 

2 - Preparation of Government bills of lading 
4 —- Accomplishment 

4. — Disposition 


Section B, Receiving shipments on Government bills 
of lading 


Section ©, Receiving carload shipments of Materials on 


commercial bills of lading 


Flow Chart on Government bills of lading 


19 
Ye 


rs ipa 
PART 1°. 
GENERAL 
Section A, Materials to be Furnished as Grants of Aid 


1. Kinds. Where practicable, the Agricultural Adjustment Administration 
upon the request of producers, and under the conditions specified 
herein, will furnish Lime, Seed, and Phosphate fertilizer to co- 
opersting farmers in designated areas within the Western Region for 
use in carrying out approved soil-building practices under the agri- 
cultural conservation program. | 


2, Amount, The maximum amount of material. which may be furnished as grants 
of aid to any producer will be a quantity the deduction with respect 
to which is not in excess of the larger of (1) 80 percent of the soil- 
building payment, or (2) 50 percent of the total payment, (taking into 
account in each instance the minimum allowance and the small payment 
increase) which on the basis of the Farm Plan for the current year the 
county committee determines the producer requesting the material will 
earn for participating in the Agricultural Conservation Program less - 


a, Advances for crop insurance, 


b, Agricultural Adjustment Agministration indebtedness 
reported on Register of Indebtedness. 


c. Assignment/s of agricultural conservation payments made on 
ACP-69 , and/or Request/s for set-off on AAA-372 that may 
_have been accepted by the county office before the request 
for material is made. 


3. Rate of deduction, area and method of transportation, The applicable 
rate of deduction for material, the area in which any particular 
type of material will be furnished to producers as a grant of aid 
and the method of moving the shipments will be announced in WR- 


Memorandum at the time each new project is initiated. 


4, Allocation of materials. When required, the allocation of material 
available for distribution within the individual States will be 
made by telegram or letter from time to time, as additional 
Materials are procured, 


Section B. Use of Grants of Aid Materials 


1. Purpose for which materials may be used. Materials furnished as grants 
of aid must be used to carry out approved soil-building practices 
in connate with the Agricultural Conservation Program on the 


worksheet farm/s which the producer indicated on Form ACP-64, 
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2. Conditions under which materials are furnished. It is the responsibility 
of the county committee to determine the eligibility of producers 
to receive materials as grants of aid and that those producers whose 
requests for grants of aid are approved understand that such 
materials are furnished under the following conditions, as well as 


conditions contained in Form ACP-64: 


a. That materials furnished as a grant of aid are to be used. to 
carry out approved soil—building practices in connection with 
the current agricultural conservation program. That a deduction 
at a per unit rate established by the Agricultural Adjustment Ad- 
ministration will be made from any payment due him, 


b>, That the rate of deduction will be doubled with respect to any 
materials furnished to him which are used in a manner which 

is not in substantial accord with the purposes for which they 
were furnished, 


c. That demurrage must be paid direct to the delivering common 
carrier by the producerfs responsible for the charge in the 
proportion and to the extent of time that each such producer's 
share of the material in the shipment not removed from the common 
carrier within the "free time! allowed bears to the total 
demurrage charged. 


d. That any charges authorized by the county committee for the 
handling or the storage of material at delivery point must be 
paid by the producer who receives the material before or at the 
time of delivery. 


e. That after requesting material as a grant of aid, the pro- 
ducer will be eligible to assign his agricultural conserva- 
tion payment which it is estimated he will earn by participa- 
tion in the current agricultural conservation program for. only 
the amount by which his estimated agricultural conservation 
payment for the year exceeds the deduction for the material. 


f, That each producer filing a request for material is advised 
that if the payment to him for participation jn the current 
agricultural conservation program is not sufficient to cover 
the deduction required for the material he will be personally 
liable for any difference, 


FART 1 
COUNTY OFFICE INSTRUCTIONS 


FOR 
HANDLING REQUESTS FOR GRANTS OF AID 


Section A, Requesting Material 


1. Preparation of Form ACP-64, Until further notified, producers who. re- 
quest material as a grant of aid, will execute a separate Form ACP~64, 
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"Request for Material as a Grant of Aid under the Agricultural 
Conservation Program," Revised March 9, 1939, for each type of 
material requested as a grant. of aid in the following manner: 


a. Enter in the space provided in the upper right-hand corner the 
names and code numbers of the State and county, and the serial 
number of work sheet/s covering the farm with respect to which 
the material is requested. 


db. Enter "1940, 1941," etc., in the space provided for "Program 
Year," 


c. In Section I, enter the name of the applicant requesting the 
grant of aid, his type of tenure (landlord, operator, share- 
tenant, sharecropper) in the spaces provided. 


d. Enter in the space provided below his name, the applicant's 
post office and rural route address, and the name of the 
county and State, 


e, In the space provided for the "Complete description of material," 
enter "Bagged" or "Bulk," whichever is applicable, followed by 
the name of the material desired, e.g., "Lime," "Triple Super- 
phosphate," or the variety of seed desired, i.e., "Austrian 
winter peas" or "hairy vetch," whichever is applicable, 


f. In the column headed "Quantity" enter the number of pounds of 
material desired (always expressed in multiples of 160) 7 


ge. In the column headed "Unit," enter "lbs." 
h. In the column headed "Notations" make no entry. 


i. In the space provided for the "Description of Practice," 
enter the number and description of each practice as con- 
tained in the State Handbook in connection with which the 
material will be used. 


j. In the column headed "Acres to be Treated," enter the number 
of acres to be treated or planted, as the case may be. 


k, Enter in the column "Rate of Application" the number of pounds 
of material to be applied on each acre, or the number of 
pounds of seed which will be sown on each acre. 


1. In the column headed "Total Amount" enter the results obtained 
by multiplying the entry under "Rate of Application" by the 
entry under "Acres to be Treated." 


m. Enter in the space provided opposite "Maximum Payment in 
Connection with Soil—building Practices" a figure representing 
the maximum amount of material (expressed in dollars) which the 
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producer may be furnished as a grant of aid in accordance with 
the instructions in part I, section A, paragraph « above. 


n. Enter in the space provided following the line "Deduction 
for Material Requested herein as Grant of Aia" the figure 
obtained by multiplying the quantity of material requested 
by the respective rate of deduction. 


o, In the space provided opposite "Previous Deductions for 
Materials Requested as Grants of Aid under the Current 
Agricultural Conservation Program" enter the number of dollars 
shown opposite the words "Total Amounts for Materials Re- 
quested as Grants of Aid Under the Current Agricultural Con- 
servation Progran' on the last previously approved A0P-6é4, 
if any. 


p. Add the figures entered in accordance with paragrpahs "n" and 
"o" sbove, and enter the results in the space provided opposite 
"Total Deduction for Materials Requested as Grants of Aid Under 
the Current Agricultural Conservation Program", This figure 
must not exceed the entry made opposite "Maximum Payment in 
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Connection with Soil-building Practices." 


gq. The signature of the applicant and the date the signature was 
affixed should be entered in the space provided. 


r. Upon approval of the request by the county committee, one 
member of the committee and the secretary of the county agri- 
cultural conservation association must sign in the spaces pro- 
vided in section II and the date that each signature was affixed 
must be entered immediately below the signature. 


s. It will not be necessary to execute part III in the Western 
Region, 


t. Part IV shall be executed by the producer upon delivery of the 
material to him, 

u. The original Form ACP-64 shall be forwarded to the State Office 
with the original and blue copy of the rélated form ACP-66 
executed as outlined in paragraph 2 below. When the original 
copy of Form ACP-64 is returned to the county office, any cor- 


rections made thereon by the State Office should be noted on the 
yellow and blue copies which were retained in the county erfice. 
Thereafter the blue copy should be delivered to the producer, 


2, Preparation of Form ACP-65, When written requests are received for a 
quantity of material sufficient to constitute a shipment, (at 
lenst 30 tons of triple superphosphate for carlot shipment, or a 
reasonable quantity of seed or liming material to be delivered by 
other means for immediate delivery by any one contractor at any one 
siding or locality), a separate Form ACP-65, "Summary of Requests," 
for each type of material must be executed as follows: 
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Enter in the upper right-hand corner the names end code numbers 
of the State and county. | 


Enter in the spaces provided for the nane of material, "bagged" 
or "bulk," whichever is applicable,. followed by the name of the 
material, e.g., "Lime," "Triple Superohosphate," or the varicty 
of seed desired, i.e., "Austrian winter peas" or "hairy vetch," 
and the date delivery is desired. 


Enter the name and post-office address of the secretary of the 


county agricultural conservation association in the syaces pro- 
vided for the name and address. of the consignee. Where a loca 
dealer, distributor, or cooperative association has been chosen 
and authorized by the éounty committee to receive, handle, dis- 
tribute, and if necessary, store material, enter immediately 
below the name of the consignee Ho/ol followed by the name of 
such dealer, distributor or cooperative association, e.¢., 

"c/o the A.B.C, Farmer's Exchange," : 


Enter in the space provided for railroad or carrier, the name 

of the railroad which is to deliver the material, or "platform," 
whichever is applicable; All materials will be delivered f.0.b. 
platform unless shipped in minimum carlots on Government bill 
of. lading. 


In the space provided for “"Actuel Point of Delivery," enter 
the ngme of the actual point at wnich delivery is to be made. 
Enter in the respective columns.on Form ACP-65 the following 
information from each Form ACP-64: 


(1) In the column headed "Serial Number" enter the serial 
number of work sheet/s covering. the’ farm with respect 
to which the material’ is requesved. 


(2) List the names and addresses of the producers requesting 
the material and the respective dates the producers executed. 
and filed Form ACP-64 with the county committee in the 
space provided for "Name and Address of Producer." 


(3) In the "Unit" column enter. the work "1bs.!! 


(4) The number of pounds requested by the producer, always 
expressed in multiples of 100, must be entered in the 
"Quantity" column, 


(5) Enter opposite the "Total Requested" line in the "Quantity" 
column the sum of the entries recorded in the "Quantity" 
column, 
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Upon approval of a "Summary of Requests" by the county committee 
one member of the county committee and the secretary of the 

county agricultural conservation associntion will sign Form ACP-65 
in the spaces provided and enter the date their signatures 

were affixed in the space provided. 


The original and blue copy of Form ACP-€5 shall be transmitted 
to the State Office, The pink copy will be retained in the 
county office files. _Upon approval of the requests by the 
State Office, the blue copy of this form will be returned to 
the county office. ay 


Section 8. Procedure to follow upon receipt. of Material 


1, Shipped in carload lots 
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When a consignment of material arrives, the secretary of the 
county committee will.not acknowledge receipt of the shipment 
until after an inspection of the condition of the car has been 
made, and will not receipt for the material in the car until 
the contents of the shipment have been checked. (See part IV, 
section Be) ; 


The secretary of the county committee will notify the producers 
who have requested material as a grant of aid of the arrival of 
the shipment, the place of the shipment, and the time limit al- 
lowed to accept it from the carrier in order to prevent any 
demurrage. 


The consignee will remove from the car the sample of material, 
if any, enclosed by the shipper. This sample will be marked 
"Shipper's Sample! and when properly identivied, which includes 
the date, car number, Aaa Request for Shionent number, and other 
information, will be forvarded to the State Office to be 
analyzed. 


Unless otherwise advised by the State Office, the consignee 

will obtain an additional sample of material from each car. 

This sample shall be taken in the manner prescribed by the laws 
of the State and in accordance with any reguintions that may 
have been issued by the State Department of Agriculture as a 
prerequisite to analyzing it. This sample taken at delivery 
point will be labeled "County Somple" and properly identified as 
to date, car number, Aan Request for Shipment number, and other 
necessary information, whereupon it will be forwarded to the 
State Office. 


In case the material in the car is damaged, or there is a 
shortage or overage, proceed as outlined in part IV, section B, 
paragraph 4. Damaged material will not be accepted; however, 
undemaged material in the car shall be distributed to the farmers. 


- Ga 
The consignee, or person authorized by the county committee to 
receive the shipment... will supervise the, distribution of material 
and deliver to each producer the amount requested on Form ACP-64 
and shown on Form ACP-65. The consignee or persons handling the 
distribution of material shall guard against any shortage of 
immaterial appearing onthe record. For instance, if Form ACP-67 
is executed acknowledging receipt of a shipment of triple super- 
phosphate of 60,000-pounds, the quantity of material reported on 
Form ACP-65, as well as the total quantity of material accounted 
for on related Forms ACP-64 should be 60,000 pounds, 


im Delivere ad ot Platform of Plant or Warehouse 
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To the producer or producers - 


(1) In connection with the platform delivery of materials less 
than carload lots.to producers, individually, collectively, 
or to authorized agents, Form WD-5, "Order for Platform 
Delivery of Material!" will be used, Whenever it is not 
expedient for a representative of the county committee to 
‘supervis se the delivery or distribution of material delivered 
f.o.b. platform, quarry, plant, or warehouse, Form WD-5 
may be used, 


(2) Under no circumstances should Form WD~5 be executed by the 
county office before receiving notice from the State Office 
that Form ACP-66 has been approved, 


(3) Similarly, under no circumstances should Form WD-5 be 
honored by the contractor at the quarry, plent, or warehouse 
prior to receipt from the State Office of the original 
copy of Form ACP-66 approved. 


(4) When the producer signs section IV of Form ACP-64 in the 
county office acknowledging receipt of the material re- 
quested, prepare Form WD-5 in triplicate as follows: 


(a) Enter in the space provided for the date in the upper 
right-hand corner the date the order is issued, 


(vb) In the space provided for the "Name and Address of 
Company from Which Material is to be Obtained," enter 
the name of the contractor furnishing the material, 
whether quarry, plont, or warehouse, and the address 
where the material will be received, 


(c) On the next line in the space provided, enter the name 
of the producer or truck driver, as the case may be, 
who is receiving the material. 


(a) On the next line in the blank space provided for the 
name of the county, enter the nome of the county to 
which the material is being furnished. 
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(ey) In the space for the "Quantity and name of material," 
‘enter "bagged" or "bulk," followed by the name of 
material requested and number of pounds expressed in 
multiples of 100 pounds. 


(f) On the next line in the blank space provided for the 
‘USDA Purchase Order No., enter the number of the 
contract on which the material, being delivered was 
purchased or stored. 


(g) On the next line in the blank space provided for the 
Aan number, enter the Aaa Request for Shipment number 
covering the material. 


(nh) On the line provided for the "Signature and title of 

officer of CACA,'" the secretary of the county agricul- 
turel conservation association should affix his signa-~ 
ture and title, 


(i) ° When prepared, two copies should be delivered to the 
person (producer or truck driver) who will obtain the 
material, and one copy shovld.be retained in the county 
office tide, 


(j) Upon presentation of the order at the quarry, plant or 
warehouse and delivery. and acceptance of the quantity of 
material specified thereon, the producer or truck driver 
must sign the two.copies of Form WD-5 tendered in the 
space provided for the signature of the person who re- 
ceived the material and surrender both copies to the 
contractor at.the quarry, plant or warehouse. 


(k) The contractor will forward one copy of the receipted 
Form WD-5 to the county office as a basis for the execu- 
tion in the county office of Form ACP-67, One copy may 
be retained by the company supplying the material. 


b. To be shivped by railroad or .truck at producer's expense - 


GE 


For material purchased: f.0.b.' platform and not delivered at 
Government expense, or for material stored at a point too far 
from the farm to permit. the producer to call for it, an 
effort should be made to maintain a minimum quantity of 
material which will be approved on one Request for Shipment 


large enough to constitute a shipment, 


It will not be necessary to use Form WD-5 in connection with 


tthe delivery of this type of shipment. Instead, the ship- 


ment should be moved at the expense of the farmers re- 
ceiving the material in accordance with the instructions 
issued with Form ACP-66, "Request for Shipment." 


Section C, 
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Whether delivered at platform of plant or warchouse, or shipped by 
railrood, the producer will acknowledge receipt of materinl by exe- 
cuting section IV of the original, which has been returned from the 
State Office, and copy of Form ACP-64 in the following manner: 


(1) Enter in the spaces provided the quantity of material received 
Gy the producer, the unit in "lbs," and “bagged” or "bulk," fol- 
lowed by a description of the material delivered, i.e., "Triple 
Superphosphate,' "Lime," or the name of- the seed. 


(2) Enter in the space provided the date the material was received 
and obtain the signature of the producer. 


When Form ACP-64 is. completed, the Original will be mailed, together 
with the related Form ACP-65 marked "Final," to the State Office and 
the yellow copy will be filed in the county office files. 


pee NOuLee alors tate Ofiice of quantity to individuals 
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The State Office will be notified of the Set ee material delivered 
to individual producers on the copy of Form ACP-65 which was previousl 
returned to the county office by the State Office. When forwarded to 
the State Office for the second time this copy shall be marked "Final! 
and shall be accompanied by the related Forms ACP-64 receipted by the 
producers who actually received the material. The copy of the "Final" 
Form ACP-€5 trensmitt-d to the State Office shall be corrected to 
agree With the celiverics as actually made. For instance, if it is 
necessary to deliver material to a producer who did not request it, 
Form ACP-64 shall be executed before or at the time delivery of the 
material is made to the producer who did not request it and he shall 
receipt section IV of Form Av?--64 in the usval manner. The name of 
the producer who made vhe request originally shall be deleted on the 
"Pinal" Form ACP-65 and the name of the producer who received the 
grant of aid added thereon, together with his address and the quantity 
of material he received. Similarly, if it is necessary to deliver 
to a producer a quantity of material which does not agree with the 
anount requested by him, correct the quantity indicated on Form 
ACP-64 and related "Pinel" Form ACP-65 to agree with the anount 
actually delivered. 


3. Preparation of Form ACP-67 


For cach "Request for Shipnent" of material, whether delivered at 
plotforn or shipped by railroad, the consignee or person designated 
by the county committee will acknowledge and make a report concerning 
its condition on Form ACP-67, "Receiving and Inspection," which must 
be executed as follows: , 
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(1) Enter in the upper right-hand corner the names and code numbers 
of the State and county. 


(2) Enter in the space provided, the Request for Shipment number, 
as shown on the copy of Form ACP-65 returned to the county office. 


(3) Enter in the spaces provided the date received, "bagged," or "bulk! 
followed by name of the material and the name of the contractor 
or warehouseman, 


(4) Enter in the space provided for the "(Actual point of delivery)" 
"Platform," or the actual point at which delivery was made by 
Teilroag, 


(2) Where shipment is made by railroad, the name of delivering 
carrier, 


(5) Enter in the space provided for "Amount received" the amount 
of material delivered, expressed in numerical multiples of 100. 


CG) eels shipment was made by railroad, enter in the spaces provided 
the car initials, car number, car seal number/s, condition of 
car seal, railroad waybill number with the date and the delivery 
agent's freight bill number and date. 


(7) Under the heading "Report of loss, damage, shortage, etc." report 


in detail any loss, damaged material, shortage, etc. 


(8) The name of the designated consignee shall be entered in the 
space provided followed by the signature of the person authorized 
to receive the shipment, and the date that his signature was 
affixed must be entered in the space provided. 


(S) After Form ACP-67 is completed, the original, pink and yellow 
copies will be forwarded to the State Office. The blue copy will 
be retained in the county office. 


PART III 
STATE OFFICE PROCEDURE 
Section A, Handling Requests for Material 
1. Verification and Approval 

a. Check entries on Form ACP-64 and Form ACP-65 to ascertain that ap- 
plicants are eligible to receive material as a 1940 grant of aid in 
the amount requested. Correct any incorrect Form ACP-64; correct 
the corresponding entry on Form ACP-65, and adjust the total on 


Form ACP-65 accordingly. All corrections and changes shall be 
initialed by the persons in the State Office who make them, 


Ws 
b. When the material requested must be shipped in a minimum carlot, 
check the total quantity of material requested on Form ACP-65 to de- 


termine that it congtitutes a minimum carlot. 


c. Approve Form ACP-65, "Summary of Request," by signature in the space 
provided. 


Preparation of Form ACP-66 


a. Since Forms ACP-66 have been assigned Aaa numbers, the forms 
must be executed in numerical sequence, 


b. On all related copies of Form ACP-64 and on both copies of Form 
ACP-€5, in the spaces provided, enter the Aaa serial number 
printed in red ink which appears in the upper right-hand corner 
of Form ACP-66, 


c. For each Form ACP-65 prepare a separate Form ACP-66 for each 
type of material desired in the following manner: 


(1) Enter in the space provided the date delivery desired. 


(2) In the space provided in the upper right-hand corner enter 
the names and code numbers of the State and county. 


(3) Enter "Western" in the space provided for the name of the 
‘Division, 


d. Contract Mumber, contractor and appropriations chargeable. 
On Form ACP-66, immediately below the first double line on the 
right-hand side of the form, enter the following subheadings, 
including the blank spaces, in the order shown below: 
(1) Contract No. 
(2) Government bill of lading No, A- attached 
(3) Contractor's name 
(4) Contractor's address 


(5) Appropriation and Allotment symbol 


e. In the blank spaces provided in the subheadings as described 
‘ in paragraph d above, enter: 


(1) The contract number, which must be the number assigned 
the award. This number is usually preceded by "Als." 


(2) The number of the attached Government bill of lading which 
accompanies the "Request for Shipment" whenever shipment is 
made on Government bill of lading, 


anes 
(3) Name of the contractor, 

(4) Address of the contractor, 
(5) 1202215(21) ,031-0760 


The appropriation and allotment symbols shown in paragrapa e, (5) 
above are effective until the end of this fiscal period, or 

June 30, 1940, At that time the D. C. Office of the Western 
Division should be consulted for new symbols. 


f, Beneath the caption "Consign to," in the spaces provided, enter the 
following information taken from the related Form ACP-65, 


(1) Name of county. 


(2) Name of the designated consignee, who shall be the secretary 
of the county agricultural conservation association, and where 
indicated on the related Form ACP-65 that the shipment is to be 
sent in care of a dealer, distributor, or cooperative association, 
enter the name of such dealer, distributor, or cooperative 
association below the name of the designated consignee, preceded 
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(3) Consignee's post office address. 


(4) Name of railroad which will make delivery when shipment is by 
railroad, or "platform" whichever is applicable. 


(5) -Actual point of delivery. 


g. In the space provided for a complete description of the material 
enter — 


(1) "Bagged" or "Bulk," whichever is applicable. 


(2) The word "Bagged" or "Bulk" should be followed by the name 
of the material desired, e.g., "Lime," "Triple Superphosphate," 
or the variety of seed desired, i.e., "Austrian winter peas" 
or "hairy vetch," whichever is applicable, 


(3) In the lower portion of the space provided for a complete des- 
cription of the material, the statement: "Forward sample to 
Executive Assistant: followed by name and address of the State 
Executive Assistant. | 


h, In the "Quantity" column enter the number (expressed in multiples 
of 100) of pounds of material requested, as shown on the "Total Ap- 
proved" line on Form ACP-65. 


i. In the "Unit" column, enter the word N1bs.! 
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j. When approved by the State Office, the signature of the person . 
authorized to approve requests for the State Office, the name of the 
State and the date approved must be entered in the spaces provided 
on Form ACP-66, 


3, Disposition of Form ACP-66 


The original copy of Form ACP-66, together with the Government bill of 
lading whenever shipment is made on Government bill of lading, shall be 
forwarded to the contractor, warehouseman or shipper. The orange copy 
shall be forwarded to the D.C. Office of the Western Division, Agricultur 
Adjustment Administration, Washington, D. C. The pink copy of Form ACP-6 
shall be retained in the State Office and the yellow copy of this form 
shall be returned to the county office, together with the copy of Form 
ACP-65 and related Forms ACP-64., 


Section B. Completion of Records in Connection with Shipments 


1, Handling receipts for material delivered 
ai Upon receipt of notice, either in the form of copy of the Government 
bill of lacing, contractor's invoice or Public Voucher, that material 
has been delivered or that shipment has been made at least ¢ days, 
unless Form ACP-67 has been received, request the secretary of the 
county agricultural conservation association to submit to the State 
Office Form ACP-67 in triplicate. 


b. Upon receipt of the original and 2 copies of Form ACTP-67 from the 
county office acknowledging receipt of material, the State Office 
shall ascertain that the total amount of material, including loss, 
damage, shortage or overage, reported on Form ACP-67 agrees with the 
total amount requested on the corresponding Form ACP-66, "Request 
for Shipment." If not, a statement shall be attached to the ACP-67 
explaining the discrepancy. 


ec. When Form ACP-67 has been checked in accordance with paragraph "b"' 
above, the original and one copy shall be forwarded immediately to 
the D. C. Office of the Western Division, together with Standard 
Form 1034, "Public Voucher for Purchases and Services Other Than 
Personal," covering the same material, identified by Aaa number, 
listed on Form ACP~67, When Form ACP-67 is received, if the voucher 
has not been submitted to the State Office by the company furnishing 
the material, the two copies of Form ACP-67 should be held and for- 
warded to the D. C. Office of the Western Division with the voucher, 
The other copy of Form ACP-67 shall be retained in the State Office 
file, 


2, Checking Forms ACP-64 and related "Final" Form ACP-65 


a. When Forms ACP-64, with Part IV executed, and related "Final" Form 
ACP—65 are received, the data recorded on the two forms shall be 
checked and any discrepancies taken up with the county committee and 
corrected before filing or transmitting copy of such forms to the 
General Accounting Office, 
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PROCEDURS FOR EANDLING SHIPMENTS 
Section A, Issuing Government Bills of Lading | 
1. General 


2. Component Parts. A Government bill of lading has three component 
Dans. a 


(1) The original, Standard Form No, 1058 
(2) The memorandum, Standard Form :No. 1058a 
(3) The shipping order, Standard Form No. 1059 
For use in connection with making shipments of material being 
furnished to producers as grants of aid, the above forms are 
being prepared in speedisets and assembled as follows: 
original 
memorandum copies 


shipping order, and 
memorandum copies 


Go) f=! (ws) tS 


b. Consignor and Consignee defined. The consignor is the party who 
tenders the original bill of lading to the initinl carrier. fhe 
consignee is the party to whom the last carrier delivers the 
shipment upon surrender of the original bill of lading, 


cy wroerine cors. 


(1) The standard car is 36'6" long, inside measurement. This 
car is used as a basis for establishing weight of minimun 
carloads, the minimum increasing with the length of ‘the car. 
For the purposes of this administration you will use Government 
bills of lading only for carload shipnents of at least 
nininun carload weight. 


G2) ie to be specified. When ordering the cars the contractor or 
warehousenan must specify the length of the car required, taking 
into consideration the articles to be shipped and the weight and 
bulk ee a and care must be taken to specify cars not 
over 36'6" in length, inside measurement, unless longer 
cars are specifically needed. When longer cars are -re- 
quired, the specific length should be noted on the bill of 
lading in spaces provided for this information, A car 
should not be ordered for a shipment without first deter- 
mining that the quantity to be shipped is sufficient to be 
moved economically as a carload. If a car of specified 
length is ordered and the railroad furnishes a car of greater 


ad. 


length for its own Be ee yee no additional charge for the 
longer car will be allowed linless the car furnished is fully 
loaded, in which case ae. tuinimum weight of the car furnished 


will govern, 
Use by contractors. 


(1) All contracts will specify whether shipment is to be madeon 
Government bill of lading, at Government expense, or on 
prepaid commercial bill of lading, at the contractor's ex- 
pense, depending upon the terms of the contract or order 
covering the purchase of the goods, On contracts made 
for delivery £.0.b. cars at or near. the contractor's 
shipping point, the contractor will be supplied necessary 
bills of lading and will be responsible for the delivery 
of the material into the custody of the transportation 
company where it will be accepted for movement on Govern- 
ment bill of lading. 


(2) Thea shipments are to be forwarded on Government bills of 
lading, contractors should be given explicit shipping in- 
structions at the time the necessary Government DiLiseor 
lading are furnished them, 


(3) When shipment at Government expense. is authorized, con- 
tractors must not be permitted to prepay charges, nor should 
corrier forward shipments under their wayb7lls as prepaid, 
since payment for transportation at Goverrment expense. con 
be mide only upon surrender of the originel bill of lading 
properly accomplished at destination. 


The issuance of a duplicate of the original copy of bill of lading 
is prohibited. Other means are prescribed to enable the carrier 
to secure payment in case of loss of original bill of lading. 


The issuance of a Government bill of lading after the service 
has been performed is prohibited. 


Payment for transportation by means of Government bills of lading 
will be made to the last carrier upon presentation of transporta- 
tion voucher, properly executed, <i supported by accomplished 
original bill of lading, or certiricate in lieu thereof, to the 
Western Division, Agricultural Agjustment Administration, 
Washington, peso oe 


Bills of lading will be consecutively numbered, Use either type- 
writcr or indelible pencil in the preparation of Government bills 
of lading. These forms are to be used only for shipments to be 
transported at Government expense; that is, Government property 


' between two activities, or material purchased f,o.b. factory on 


which the administration takes delivery at the freight station 
at point that shipment originates. 


Ae 
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IMPORTANT, It is most important that all original bills of lading 
mutilated in preparation, or issued in error, be marked "cancelled" 
in bold letters and returned promptly to the Western Division, 
Agricultural Adjustment Administration, Washington, D. ©., in 

order to prevent them from being unlawfully used, and also to 
account for the serial number. 


State Executive Assistants when issuing Government bills of lading 
will list no routing other than to name the transportation company 
serving the warehouse where material is stored or the plant where 
material is bought f.0o.b., cars. 


IMPORTANT, Under no circumstances will representative of the 
Agricultural Adjustment Administration attempt to route a Govern- 
ment bill of lading beyond the above instructions. Should a 
complete routing for any reason be required, immediately request 
routing instructions from the D, C. Office of the Western Division. 


Omit the description of property shipped. For the purposes of 
this administration, State Executive Assistants, when issuing 
Government bills of lading, will make no entries in the body of 
the bill headed "Marks," "Numbers on Packages," "Number and Kind 
of Packages," "Description of Articles," and "Weights." These 
entries will be made by the contractor or warehouseman, and it 
will be incumbent upon him to classify the material shipped in ac- 
cordance with freight -classifications in effect at the time. 

Where materials shipped can be classified as any one of several 
commodities, the classification should be on the basis of the 
cheapest commodity rate. In order to obtain the benefit of the 
lowest commercial rates for transportation, commercial names will 
be used corresponding with those shown in the Consolidated Freight 
Classification, 


Preparation of Government Bills of Lading, 


On the line headed "Bill to" over the perenthetical expression 
"(Department or Establishment and Bureau or Service)," there 
will be printed on the Government bills of lading prepared in 
speedisets "United States Department of Agriculture, Agricul tural 
Adjustment Administration," followed by the name of the Division 
or a blank space. 


For shipments to be delivered within the Western Region, use 
bills of lading on which is included "Western Division." For 
shipments to be delivered at destinations outside of the Western 
Region, use bills of lading prepared without any reference to the 
Division and insert the name of the applicable Division. 


On the next line "(Appropriation chargeable)" for shipments to 
destinations within the Western Region, enter the appropriation and 
allotment symbols, Aaa Request for Shipment number, and the State 
and county code. The appropriation and allotment symbols covering 


i. 


Behm 


the transportation of materials ‘furnished to producers as a grant 
of aid in the Western Region are’as follows: 


Appropriation - 1202215(21),031_ 
Allotment OC CO te 


These appropriation and allotment symbols will be effective in the 
Western Division until the end of this fiscal year, or June 30, 
1940, At that time you should communicate with the D.C, Office 

of the Western Division about new symbols. 


The appropriation and allotment symbols will be furnished with the 
shipping instructions for shipments to destinations outside of the 
Western Region, 


On the next line underscored "(Issuing Office)," enter the ap- 
plicable State Office, with full address. | 


On the next line underscored "(Name and title of issuing officer)" 
"(Date issucd)," enter the name and title of the State Executive 
Assistant and the date the bill is issued, 


On the next line headed "RECEIVED from" and underscored "(Consignor) ," 


enter the name of the company from whom the goods being shipped 
are purchased, or if the material has been purchased and stored, 
enter "Agricultural Aajustment Administration." 


On the next line underscored "(Name of tronsportation company) ," 
enter only the name of the transportation compony serving the 
siding at the warehouse or plant of the company from whom the 
material is being furnished (this should ve the initial carrier). 


NOTE: State Executive Assistants should familiarize themselves 
with available shipping facilities at warehouses where materials 
are stored and at the plants of contractors from whom material is 
purchased for movement by Government bills of lading, and in the 
event there is more than one railraod company serving a warehouse 
or a supplier's plant, it is the desire of the Government to split 
the tonnage, giving all railroads equal opportunity for partici- 
pating in the hauling, provided there is no loss to the Government 
through use of any given common carrier. 


In the next blank space underscored "(Shipping point)," enter the 
name of town or siding, giving also the State where the warehouse 
or plant from which the material is being shipped is located, 
(In other words, this is the point of origin of the shipment, the 
point at which the initial carrier will pick up the material.) 


In the next space, following the word "to" and underscored 
"(Destination)," enter the name of the town or siding, followed 
by the name of the State to which the shipment is consigned. 
(Tais is the point of delivery.) 
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In the next space underscored "(Consignee)," for shipments of 
materinls to destination located within the Western Region, 
enter the " County Agricultural Conservation Association, 
attention Mr. bi ERPS: (The name of 
See Uae bee. eee eddtese) 

the county, name of secretary of the county agricultural con- 
servation association and address of the secretary of the 
county agricultural conservation.association, as the case may 


be, should be supplied in the above three blank spaces respectively.) 


For shipments. to-destinations outside of the Western Region, the 
name and address of the consignee will be furnished with the 
shipping instructions, . 


In the next line headed "via! and underscored "(Route journey 
only when some substantial interest of the Government is sub- 
served thereby)", enter "Shipment should move over cheapest 
route, land grants and equalizing lines considered, to protect 
the lowest published rate," 


The spaces in the body of the bill will be left blank for exe- 
cution by the contractor or warehouseman in accordance with 
Section A, paragraph 1, j above. 


At the bottom of the body of the bill will be found the line 
"Pick-up service at origin (was) by the Government. 
(was not) 


" 


(Signature of Consignor) 


Where shipment is taken f.o.b. platform of the warehouse or 
contractor's plant in carload lots, this line is to be left 
blank, 


All following spaces are to be left blank down to the space 
headed "CERTIFICATE OF ISSUING OFFICER." On the first line in 
this space headed "Contract No." enter the number of the con- 
tract under which the warehouseman or contractor mentioned 
above as consignor is operating. This contract number may be 
found on the award or contract and is usually preceded by 
"Ais." In the next space headed "Purchase Order No." enter 


_the number of the purchase order, if any, and the date shown 


on the purchase order. 


On the next line, underscored "(F.0.B,. point named in contract) ,"' 
enter the location of the warehouse where material is stored or 
the f.0.b, point as shown on the contract or blanket purchase 
order, i.e., the point of origin of the shipment. 
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On the next line, underscored "(issuing officer)," the State 
Executive Assistant will sign his name. — 


On the bottom of the first memorandum copy, following "When 
siened by originating carrier's agent, forward to:", enter the 
name nnd address of the State Office. These are all the entries 
required in the State Office, and:the bill of lading is then 

in proper order to be-forwarded to the varehouseman onthe con= 
tractor for moving the shipment. 


Accomplishment 


Qe 


General. The accomplishment of a pill of lading is the execution 
thereon of an acknowledgment that the service called for thereby 
has been performed by the carrier, and a bill of lading so ac 
complished becomes the evidence upon wnich payment for this. 
service will be made. The procedure for accomplishment of 
Government bills of lading is covered in Section B, paragraphs 

2, 3, and 4 below of these instructions. 


Disposition 


Qe 


Then a bill of lading is prepared in the State Office, the last 
memorandum copy will be removed and retained in the State Office 
files. The original, the shipping order, and four memorandum 
copies of the Government bill of lading will be forwarded to 

the contractor, warehouseman or supplier, as the case may be, 
together with the original of Form ACP-66, ‘Request for Shipment," 
on which has been noted the number of the contract against which 
the material is being drawn, The contractor or warehouseman, 
upon receipt of a Form ACP-66, together with a bill of lading, 
will secure a car, load it, and seal it. Before surrendering 
the shipment to the originating carrier, the contractor or 
warehouseman will fill in the body of the bill of lading for 
description of the articles in accordance with Section A, 
paragraph 1, j above. In the space just below the body of the 
bill, the contractor or warehouseman will enter on the bill of 
lading the size of the car ordered, the size of the car fur- 
nished, the date furnished, the initials of the car, and the 

car number. Thus completed, the Government bill of lading 

and all copies should be submitted to the originating carrier's 
agent for execution in the right-hand block just above the 
signature of the issuing officer. Upon execution by the 
carrier's agent in this block on all copies, the warehouseman 
or contractor will surrender to the carrier the shipping order, 
Standard Form No. 1059. He will then forward, at once, the 
original bill of lading, Standard Form No. 1058, direct to the 
consignee as named on the face of the bill. The remaining four 
memorandum copies, Standard Forms No. 1058a, are to be distri- 
puted as indicated on the botton of each to: State Office where 
issued; Western Division, Agricultural Adjustment Administration, 


See. = 


Washington, D. O.; Audit Section, Agricultural Adjustment Ad- 
ministration, any D; i and the fourth copy is to be 
eee for his ROG RE EF 


Section B, appt a3 ae on Government. Bills of _Lading 


1. It will be necessary from time to time to move materials on Government 
bills of lading from warehouses or contractors to destinations 
located in the Western Region, as well as points outside of the 
Western Region, Immediately after the shipment moves, the original 
copy of bill of lading eerendomda? Form MOE will be forwarded to the 
Ceo eeee 


2. Upon receipt of the shipment, the consignee will accomplish the 
Ori finale bill of SaRNES ae surrender it to the agent of the last 
carrier, 


The consignee should check the small space just under the body of the 
bill of. lading to see that the following have been noted thereon: 


a. Size car ordered. TO OO. ae oe 
b. .Size car fu rnished.. rc answer hed Beis oars 
Cy Dame ne UTE BRO ois. seit Gtenete vo eYs or 6 sive 
Gis SR hey See 2 ee ee 
6. Cart No. -.c.55% 4 SS A A, ee ee : 


If this information has not been entered, he should complete items, b, 
d, and e, which are readily accessible to him. 


He should note on the face of the bill of lading.a record of the car 
seals before breaking them. Include the numbers and whether car 
moved under shipper's seal or, carrier's seal. This is necessary in 
order to establish responsibility in case of loss or damage to the 
shipment, 


3. The consignee will then open the car and check the contents against 
the bill of lading, He should check for quantity, weight, condition, 
loss, and damage. If it is found that the shipment checks against 
the bill and contents are in good order, he should then execute the 
certificate of delivery at the: bottom of the bill of lading, taking 
care to see that the sentence "Delivery service at destination (was, 
was not) by the Government" is properly accomplished, Yor.the purposes 
of this administration, delivery will always be by Government when shipped 
by Government bill of lading. Show this by striking out "was not." 
In no case will the minimum carload weight be shown in the certificate 
of delivery, but rather the actual weight received and shown in the 
body of the bill, less the weight of loss or shortage, if any, and plus 
the weight of overage, if any. 


4. In the event of a loss, damage, shortage, or overage, complete in- 
formation shall be noted on the reverse. of the bill of lading in the 
space provided before release of the original to the carrier's agent. 
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A certificate of inspection should be obtained, from the carrier's 
agent if possible, in duplicate, to accompany a letter of explanation 
by the consignee and Form ACP-67 to the. State Executive Assistant. 
Forms ACP-67 will be made out for shipments moving on Government bills 


of lading, the same as on all other shipments to points located, in the. 
Western Region, 


Cars must be unloaded within a reasonable time. The time usually 
allowed is forty-eight hours after car is placed for unloading and is 
called "free time." If a longer time is taken in unloading, a charge 
called "demurrage" is made by the railroad. The freight agent should 
be consulted for the "free time" and arrangements made to complete un- 
loading within that time, as the Government will not allow payment 

for a demurrage charge. 


"Temporary Receipt and Certificate in Lieu of lost Bill tofebading.” | 18 


rr 


the event tt 


le bill of lading has not been received by the consignee 


at the time notice of arrival is given by the carrier, Standard Form 
1060, "Temporary Receipt," will be submitted to the delivering carrier 
for property actually received. The bill of lading will be executed 
and delivered to the carrier when received and-the "Temporary Receipt"! 
picked up and destroyed. -The bill of lading mast show the date of 

its delivery to the carrier, as well as Gate of delivery of the 
shipment. If the dill of lading: is: not received within a reasonable 
time, or proof of loss is established, a "Certificate in Lieu of Lost 
Bill of Lading," Standard Form 1061, shonia be executed in duplicate, 
one copy to go to the carrier and one to the DivC:' Office of the 
Western Division. The "Temporary Receipt" should be picked up and 
destroyed. Should the original bill of lading be located after is- 
suance of the "Certificate in Lieu of Lost Bill of Lading", the vill 
of lading shouid not be executed, but a notation made on the face to 
the effect that "Certificate in Lieu of Tost Bill of Lading" has been 
issued. The original bill should then be forwarded to the D. C, 
Office of the Western Division. 


Reconsignment or Diversion. A shipment may oe reconsigned or diverted 


-to a new consignee or another destination if the shipment is Silla 


transit, or, having arrived at destination, the shipment has not yet 
been removed from the carrier's possession. Carriers allow twenty- 
four hours "free time" in which to accomplish a reconsignment or di- 
version. This must be done promptly in order to avoid demurrage or 
storage. ‘To accomplish this, written instructions directing the 
consignment or diversion will be given the proper agent of the carrier 
who has physical charge of the shipment. at the time. © 


Communicate with the original consignee, and secure the original bill 

of lading. Endorse the original bill of lading across the spaces under 
the headings "Marks," "numbers on packages," "number and kind of package" 
and "Description of articles" as follows: "This shipment reconsigned 

to -- on this bill: of lading.» No other bill of lading issued to 
cover haul from to . Authority for reconsigning 


" 


Signed _ 


om Dou 


Forward the original bill of lading, endorsed as required above, 
to the new consignee. Make a full report of the transaction, in 
writing, to, the D. C. Office of the Western Division. 


' 


Section 0, Receiving Carload Shipments of Materiels on Commercial Bills of Lading. 


1, The consignee, woon receipt of notice of arrival of car, and before 
signing for delivery, will proceed as follows: 


a. Note a record of car seals, before breaking them. Include the 
numbers and whether car moved under shipper's seal or carrier's seal. 


b./ Open the car and check the contents against the bill of lading. 

/ Check for quantity, weight, condition, loss, overage, and damage. 

/ If it is found the shipment checks against the bill and contents 
are in good order, execute the certificate of delivery. 


‘| && In the event of loss, damage, shortage, or overage, execute certi- 
ficate of delivery with exception and report all facts to the 
State Office with the Form ACP-67, <A double check at least should 
be made as unloading is effected. This may be accomplished by 
two men checking against each other as the material is unloaded, 
or counting the tiers in the car before unloading and then the 
bags or units as unloaded. 


If on operning a car damage or loss is evident, the consignee 

should, before touching the shipment call in the freight agent 

for an inspection, have him go over the shipment, and secure 

from him a report, in duplicate if possible, of the damage or 

loss... If a freight agent is not available and to wait for an 
inspector of the carrier would cause the incurring of demurrage 
charges, the unloading may be effected after calling in a dis- 
interested party and securing a certificate of findings by him, 

This last method is helpful but should not be resorted to if 

at all possible to arrange for a freight agent or carrier's inspector. 


d. In no case will the minimum carload weight be shown in the certificate 
of delivery, but rather the actual weight received and shown in the 
body of the bill of lading less the weight of loss or shortage, if 
any, and plus the weight of overage, if any. 


e. Cars must be unloaded in a reasonable time. The time usually allowed 
is forty-eight hours after car is placed for unloading and is called 
"free time." If a longer time is taken in unloading, a demurrage 
charge is made by the railroad. The freight agent should be consulted 
for the "free time" and arrangements made to complete unloading within 
that time, 


f,. The date of receipt of shipment should be the date the car is placed 
for unloading and made available to the consignee, not the date of 
notice of arrival. To divert or reconsign a shipment traveling by 
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commercial bill of lading issued’ by a supplier under contract, call 
or wire the D.G, Office of the Western. Division,’ giving full informa- 
tion. The D. C. ee RE handle the pause with the Cop eer. 


Most contracts for Serene carry” a reer for Pence paynent a 
vouchers These periods are in some instances as short as ten days. 

The severe regulations regarding discounts: are very incontrovertible, 
even to the point of requiring the placement of individual responsibility, 
and, if lost without good reason, charging that individual personally for 
the amount lost. It is therefore believed that Form ACP-67 and the in- 
formation requested above should be forwarded to the State Office within 
twenty-four hours after receipt of a shipment in most instances, and in 
any event within forty-eight hours. The required receipt should be routed 
to the D. CO. Office of the Western Division within seventy-two hours. 
provided the voucher covering the material has been received. 


Je Lode Nill 


Director, sor, Western Division. Division. 
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WD-13, Suoplement 1. Issued April 9, 1941 
UNITED STATES TEPARTNENT OF AGRICULTURE [| m>mAR Y | 
AGRICULTURAL ADJUSTMENT ADMINISTRATION jj’ | ff * ; 
WESTERN DIVISION 4 APRQ4 1941 *% | 


COUNTY OFFICE INSTRUCTIONS | 
fOR . 
HANDLING REQUESTS FOR CONSERVATION. MA TORI ALG qcscqccusmmsume 


The instructions issued in WD-13 are amended as follows: 


Delete Part I1, section A, paragraph Se subheadings a to u and substitute 
therefor the following: 


Section A. Requesting Material 


1. 


Preparation of Form ACP-64-NC-'R. Until further notified, producers 
wno make requests for conservation material will execute a separate 
Form ACP-64-IIC-WR, "Request for Conservation Material ~ Agricultural 
Conservation Program," revised September 9, 1940, for each type of 
conservation material requested, as follows; 


The county office will: 


ae 


Enter in the space provided in the upper right-hand corner the 
names and code numbers of the State and countz, and the farm 
number covering the farm with respect to which the material is 
requested. 


Enter "1941," "1942," as the case may be, in the space provided 
for "Procram Year." 


Enter in section I the name of the applicant requesting the 
conservation material in the space provided. 


Bnter, in the space provided, the applicant's post office and 
rural route address, and the name of the county and State. 


In the column headed "Material," enter "Bagged" or "Bulk," which- 
ever is applicable, followed by the name of the material desired; 
e. g., "Lime," "Triple Superphosphate," "20% Superphosphate," 
or the variety of seed desired; i. e., "Austrian winter peas! 
or “hairy vetch," or eny other designation that is applicable. 


In the column headed "Type of Delivery," enter the type of de- 
livery desired, which must be in a manner prescribed by the 
contract. 


In the oe headed "Quantity," enter the number of pounds of 
naterial desired (always. expresped in pL ey of 100) . 


U.S. Bepartmert of Agricuture 
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ie 


In the column headed "Approximate Unit Cost, vl enter the eryprox 
cost per 100 pounds, or the approximate cost per On] aS the gem 
case may be, and in the column headed "Approximate Total Cost," 
enter the figure resulting from the miltiplication of tre cicures 
appearing - the columns headed enone le and "Approximate B 
Unit Cost. 


In, the : column headed "Notation maice no entry. 


The signature of the applicant and the ‘date ‘the signature ' was 
effixed should be entered in the space provided. 


The emount of the producer's acricultural conservation “payment ee, 
now available for conservation materiels and. the date and sig- at 
nature of the county committee member anoroving the request 

should be entered in the. spaces provided in section Il. 


Section III shall be executed by the producer upon delivery of 
the material to him by entering in the first column the quantity 
received, in the second column a description of the material, 
which aneate correspond to the entry under e above, and by dating 
and signing in the spaces previee 


The white Form ACP-64-lIC-'R shall be forwarded to the State Office 

with the white and blue copy of the related Form ACP-65 executed as 
outlined in paragraph 2 below. ‘When the white copy of Form ACP-64-iiC-WR 
‘is returned to the county office, any corrections made thereon by the 
State Office should be noted on the yellow and blue copies which were 
retained in the county office. Thereafter, the blue copy should be 
delivered to the producer. a a 


Delete section B, paragraphs 1 c and 1 d and substitute the following: 


Ce 


At least two samples must be taken at destination from the 
material furnished under each contract. The State Office will 
edvise the county office when and from which shipments the samples 
shall be taken for analysis. Additional samples may be taken 

from later shipments if there is reason to believe the quality 

of the material is not up to the contract specifications. All 
samples are to be taken in the manner prescribed by the laws of 
the State and in accordance with any regulations that may have 
been issued by the State Department of Agriculture as a pre- 
requisite to analyzing it. 


Zach sample taken at destination point will be labeled "County 
Sample," and properly identified as to date sample was tekxen, 

contract number, and other necessary information, and then for- ‘ 
varded to the State Office for analysis. Samples may be anal;zzed 

in the laboratory of the State Department of Agriculture, or if 

such facilities are ‘lacking, the samples may be forwarded to the 
Washington, D. C., offate of the Western Division for transmittal 


iR 


250 = 
to the Bureau of Plant Industry or other agency of the U. 5S. 
Department of Agriculture. 


In section B, oaragreph 2, subheading a (4), change the words "Section IV 
of Form ACP-64," to "Section III of Form ACp-64-NC-WR." 


In section C, paragraph 1, change the heading from 'Sxecution of Section 1V" 
to "Execution of Section III," and wherever the words "Section IV of Acp-64" 
apoear, substitute the words "Section IIT of ACP-64-NC-WR." 


Wherever "ACP-64" appears in WD-135 substitute "ACP-64-NC-WR." 


LOT E ' ee ai 


Acting Director, Western Division. 
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UNDELIVERED, LOST, STOLEN, DESTROYED, AND FORGED U, S, TREASURY 
CHECKS; REFUNDS; AND ADJUSTMENT CASES 


I, DEFINITIONS — 


4. The following terms, as used in this procedure. haye. ve meaning s sot 
forth below: . xe . pa 


1. ADJUSTMENT APPLICATION means an application filed for the purpose 
of correcting the original application (which has been certified by 
the State, approved by Preaudit, and paid by R.D.0 .) on which there 
is an error in basic data, Any. erroneous entry made by either the 
applicant or the county office shall be coneedered> an error in basic 
data, 


2. DUMMY APPLICATION means an a ).lication prepared in the State Office 
for the purpose of correcting an error made by tho State Office on the 
original application under which payment has.been made. The basic 
data on the dumny application must. be the same as. that on the orig- 
inal, It will not be signed by the Bue NEs or county me Ve 


3, Tho complete numbers and titles of tho forms referred to thrquenout 
the procedure are as follows: 


Form 1044 ~ Standard Form No, 1044-Revised, "Schedule of Collections," 
Form 1046 - Standard Form No. 1046-Revised, "Schedule of Transfers - 
Special Deposits." . 7 ie 
Form 1047 - Standard Form No,-1047, "Public Voucher for Refunds," 
Form 1048 — Standard Fom No. 1048, "Memorandum Public Voucher for 


Refunds," Be hoe 
Form 1064 + Standard Form No, 1064-Revised, "Schedule of Disburse- 
nents,". 


Form 1096 = Standard Form No, 1096, "Schedule of Voucher Deductions," 

Form 1664A - Form 16644 (Revised), "Notice of Check fovitees 
(Treasury Department forn) 

Form 1669 ~ Treasury Form 1669, "Request for ieee eee of Funds to. 
Regional Disbursing Office Accounts," .. 

ACP=24 - Form ACP~24, "Debit Voucher for Uncollectible Check(s) — 

' Returned," ani: . 
AOP~28 - Form ACP-28, "Official Receipt! 
ACP~284 — Form ACP=28A, NNo tice to Remitter," 


4. the following abbreviations ‘and terms have the neanings Listed belows 


UsnA — , United States Department of Agriculture. 

RDO ~ means the Regional Disbursing Office serving the State. 

-Preaudit Office - means the local ficld preaudit office of GAO serving. 
the State Office, 


ee a coneral 1c of fnapbtednes in jiashington, Dace 
Pie 
bern pir tciae. - Washin 3 fedn Ge CERES: of the Wectein Division. 


; We O 
II, RETURN OF UNDELIVERED U, S, TRL-S Y dad CxS, 


A, Returned to Regional Disbursing Office, 


~2- 


Hach county association treasurer is required to return to the RDO all U. §&. 
Treasury checks which he is unable to deliver or which should not be delivered. 
Checks which have been mailed to the payees are also returned to the RDO if 

the post office is unable to deliver them. In addition, a check which is 

delivered to the payee and thereafter returned to the county for any reason 
should be sent direct to the RDO. af 


If a U. S, Treasury check is returned to the State Office, the adjustment 
clerk shall immediately forward such check, and a copy of the letter of ex- 
planation accompanying it, to the RDO. 


Reigsuance of Check Drawn Erroneously by Regional Disbursing Office. 


When a check is returned to the RDO because it does not agree with the 
continuation sheet on which the payment was scheduled, the RDO will iggue ; 
another check and forward it to the county. Ordinarily the State Office will 
not be notified that the check was returned inasmuch as no administrative ; 
determination is necessary. In the event, however, that a county office | 
informs the State Office that a new check has not been received within a . 
reasonable time, the State Office should so advise the RDO and ask that the 

check be reissued. 


Preparation of Form 1664-A by Regional Disbursing Office. 


Upon receipt of a U. §. Treasury check (other than a check erroneously 
issued by RDO) the RDO will prepare Form 1664-A, "Notice of Check Returned" 
showing the name and address of payee, the county code and serial number of 
the application in connection with which the check was issued, check number, 
date of check, amount of check, D. O. symbol number, the date the check was 
returned, and the reason for its return, and will forward the original and 
three copies of the form to the State Office. 


The returned check will be held in the RDO until a date 90 days from the ‘a 
first of the month next succeeding the month in which it was issued, unless | 
aporopriate disposition can be made of it within the 90-day period. « check 

which is on hand in the RDO at the expiration of such period will be trans- ‘ 
mitted to the General Accounting Office at Washington, D. C., where it will 

be held until the close of the fiscal year next following the fiscal year 

in which it was issued, unless it is possible to make appropriate disposition 

of the check within such period. Any check on hand in the General accounting 
Office at the close of the fiscal year next following the fiscal year in 

which it was issued will be deposited to a trust fund account entitled 

Outstanding Liabilities. ‘Then a check is deposited in Outstanding Liabilities, 

the final determination regarding any further disposition of the proceeds of 

such check ig made by the General Accounting Office. 


Any check which is not returned to the RDO wntil the 90-day period (beginning 
with the first of the month next succeeding the month in which the check 

was issued) has expired will be forwarded immediately to the General Account- 
ing Office at Washington, D, ©. 


ay es 


D, Preparation of ACP-28 and ACP-28A. 


Upon receipt of form 1664-A, the adjustment clerk shall determine that the 
application number appearing thereon is correct and shall enter the form 
number of such application in the upner right-hand corner of form 1664-A, 
Also determine and enter the D. 0. voucher number and the date such 
voucher was paid. Then prepare ACP-25 in quintuplicate (original and 
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te 


copies of ACP-28 and one copy of ACP-284) as follows: 


On the lines provided enter the name and address of the remitter (the 
county treasurer, if the check was returned by the treasurer); the 


“. applicant's name; the nature of remittance (enter "U. S. Treasury check'') ; 


the person to whom the Treasury check was issued, the date of the check, 
the check number and the amount. In the space above "State and County 
Code No." enter the form number of the application in connection with 
which the check was issued, and on the lines provided enter the State and 
county code and serial number of such application. 


Date and initial ACP-28A. This form shall then be signed and mailed to 
the remitter as a receipt. 


On the original and all remaining copies of ACP-28 enter on the lines 
provided the D. 0. voucher number shown on 1664-A, the date such voucher 
was paid, and the date ACP~28A was mailed. Initial the original and all 
copies of ACP-28. 


File ACP-28 (original and 3 copies) by counties, in application serial 
nunber order, pending development and settlement of the case. 


File form 1664-A (original and 3 copies) in a special file provided for 
such purpose. The file should be set up on a monthly basis; and all 
forms 1664-A filed in sequence according to the date on which the checks 
represented were issued. Consequently, the adjustment clerk will be able 
to determine at all times the checks which will. be forwarded by the RDO 
to the Washington GAO at the beginning of a particular month. 


III, FORZARDING OF UNDELIVERED U. S, TREASURY CHECK TO FAYHE. 


A 


General. 


If it is determined that a check which has been returned to and is on file 
in the RDO should be forwarded to the payee, either the payee or a county 


committeeman must submit a written request for it. In the event, however, 


that the check is being held by the General Accounting Office, only the 

payee or one authorized to act on his behalf may file a requést for it. Such 
request to GAO must also be in writing and, although it is forwarded to the 
State Office, the letter should be addressed to the Claims Division, General 
Accounting Office, WVashington, D. C. Regardless of the location of the check, 
the request that it be forwarded to the payee must contain the payee's pre- 
sent address. | : 


ate Oe, 


The courity office will be able to see that the request for the check is 
proverly addressed by determining the location of the check from their 
record of the date on which it was issued. 


“Upon receipt of a request that the check be forwarded to the payee, the 


> 


adjustment clerk will follow the procedure in either parazraph B or C0 below. 
Check in possession of the Regional Disbursing Office. 


If the check is in the RDO, enter a check mark on the original and three 
copies of form 1664-A in the square before "Remailed to name and address 


below." In the block in the center of the form enter the name and 


address of the payee @s shown on the request received from the county. 


Also enter the date and the title of the Certifying Officer who must sign 


the first carbon copy and initial the original and second carbon copy. 


Transmit the original, the first and second copies of form 1664-« to the 
RDO. The RDO will retain the first copy of form 1664-4, will forward 

the second copy to the Treasurer of the proper county association, and will 
forward the original and the U. S. Treasury check to the payee. 


The adjustment clerk shall also withdraw the appropriate ACP-28 (original 
and 3 copies) from the file and dispose of two copies. On the orizinal 
and one copy enter a statement to the effect that under date of 

the RDO was requested to forward the check to the payee at the address 
shown on form 1664-A, Sign the copy of ACP-28 and send it to the county 
office. The original, with form 1664-4 and the request for the check 
attached shall be filed with the copy of the application for payment 
involved. 


Check in possession of the General Accounting Office. 


If the cheek has been transmitted to the General Accounting Office in 
Yaghington, D. C., the adjustment clerk shall withdraw the forms 1664-4 
and ACP-28 from the fileg and prepare an administrative report on «D-42 
in quintuple in the following manner: 


1. Omit the date. It will be entered in the office of Budget and Finance. 
2. Enter the name and address of the payee in the space provided. 


3, <nter the amount of the check after the $ sign and the same auount after 
"approved for." Delete the word "chargeable" and enter after "appro- 
priation" the symbol and title of the appropriation against whicn the 
check was drawn. 


4, I, the space provided in the lower part of the form enter a report 
(beginning with "According to the records of the State Office, 
Western Division, Agricultural Adjustment Administration") showing 
that check No. , dated , issued to , in the 
anount of $ under application for payment No. filed 
in connection with program, is correct. Also include the 
location and symbol number of the Regional Disbursing Office which 
issued the check. The date on which it was transmitted to the 


IV. 


ee 


General Accounting Office by the RDO need not be entered. se sure 
that the information entered in the blank. spaces is correct. 


5. Enter the name and address of the certifying officer on the first copy 
of aD-42. The certifying officer mst initial the original and first 
two copies oe the form beneath the title sDirector of Finance." 


The ee rcement elerk will disvose of two anekny of ACP-28 and three 
copies of form 1664-A. On the original and.one copy of ACr-2& enter 
a, statement to the effect that under date of _ , &@ request that 
the check be forwarded to the payee was sent to the Genera] accounting 
Cffice in Yashingston, D. ©. Sign the copy ACF-28 and send it to the 
county office. Attach the original 1664-A and a copy of «D-42 to 
the original »CP-28 and file with the copy of the application for 
payment involved. 


Transmit the original, first, second, and third copies of »D-4¢, to- 


eether with the Whitten request from the payee, to the .estern Division. 


after the case has been checked, one copy of AD-42 will be retained by 
the Division and the original and two copies will ‘be forwarded to the 
Office of Budget and Finance where the form will be dated and signed. 


The office of Budget and Finance will forward to the Genera] accounting 


Office the original AD-42 and the written request from the payee. 
A copy of AD-42 will be retained in the Office of Budget and sinance 
and the remaining copy, with the date of transmittal to Gc giow 
thereon, will be returned, through the VYestern Division, to the State 
Office. 


CANCSLLATION OF UNDELIVERED U. §. TREASURY CHECKS. 


Any undelivered U. S. Treasury check which is to be canceled will have been 
returned to the RDO and forms 1664-a, ACP-28 and ACP-28A will have been 
prevared and distributed in accordance with section II of this WD-14. 

Upon determining that a check should be canceled, follow the procedure in 
either paragraph A or 3 below, depending upon the location of the cneck. 
(Refer to Section I, D, 5.) A check should be canceled if the name of the 
payee is incorrect, if the amount is in excess of that due, if the payee is 
deceased or incompetent, if the payee is indebted to the AAA, or if for any 
otuer reason it is determined that the payee is not entitled to the full 
amownt of the check. Do not, however, request cancellation of any check 
which has been covered into the outstanding liabilities account. 


A, Breac in possession of the Regional Disbursing Office. 


The adjustment clerk will use Standard Form 1098 "Schedule of Cancelled 
Checks" for the purpose of -requesting-cancellation of U. S. Treasury 
Checks in possession of RDO. 


1. Preparation of Form 1098. 


Cn ed 


a. Prepare an original and 9 copies. 
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More than one check may be listed on form 1098, but all checks 
Listed must have been issued in connection with applications from 
the same county. Enter the State and county code nunbers above 
the title of the forn. ; 


Beginning with each fiscal year, a new series of schedule numbers 
should be assigned. The schedule number of each form 1096 should 
contain the fiscal year and tie proper figure showins tne number 6 | 
which the form being prepared is of the series; i.e., 4i-l, 41-2, 
42-1, 42-2, etc. ‘Where more than one sheet is required for a 
schedule, the sheet numbers shall run consecutively for each 
schedule. 


Enter "Agriculture" on the line above "Department or Estaolishment" 
and on the line above “Bureau or Office" enter "AAA, “estern Divi- 
sion" and the name of the city and State in which the State cffice is 
located. Following the words "Received by" enter "G. F. Allen, Chief 
Disbursing Officer! and the name of the City and State where the RDO 
is located. On the next line "onth or quarter ended" enter the 
month in which the State Office anticipates that appropriate action 
will be taken by the Disbursing Officer. After "D. 0. Symbol No." 
enter the collection symbol mumber furnished by the DO. 


In the first column enter the date of the check which is to be 
cancelled. 


In the second column enter the number of the check which is to be 
cancelled. 


In the third colum enter the name of the payee. 


In the fourth column enter "D. 0. voucher No. paid under date 

of a " showing the number and date of the voucher on which the 

check being cancelled was paid. This information wiil appear on the 
1664-A, Also enter briefly the reason for cancellation, such as — 
"overpayment," "not entitled, " "aeceased," "incompetent," etc. 


‘In the fifth column enter the amount of the check. a 


In the last column enter the symbol and title of the appropriation 
(including the farm payment limitation) or fund against which the 
check was drawn. 


Total all amounts in the fifth colum and enter the result in the 
space provided. g - 


Immediately above the total line type or stamp the notation 
"Date , Transmitted by , Title " and 
enter the date on which the form is being forwarded to RDO 

and the title of the certifying officer. The certifying officer 


Bs 


must sign the original and enter his facsimile signature on 
the copies of form 1098 on the line following "Transmitted Dye" 


m. Make no entries in the certification in the lower margin of the 
form, as this space is reserved for the use of RDO. 


n. In a conspicuous place on the third copy of form 1098 stam tne 
notation, "Forward to Control Accounts and Reports Section, «AA, 
Vashington, D. C." On two other copies énter the notation "torward 
COChCL an preaudit office" showing in the blank space the 
location of the Freaudit office eae the work for the State. 


2. Distribution of Form 1098, ACF-28, and Form 1664-4. 

a. The original and 6 copies (including the third copy marked for the 
Control Accounts and Reports Section of the AAA and the two copies 
marked for the Preaudit office) and the first copy of form 16é4-A 
(checked in the square before "Cancelled - Schedule herewith," and 
signed by the Certifying Officer who must also have entered his 
title and the date of his signature) shall be transmitted to the RDO. 
after appropriate action has been taken by that office, a receipted 
copy of form 1098 will be returned to the State Office. Te RDO 
will also forward the cancelled check and the two copies of form 
1098 to the Preaudit office. One copy of form 1098 will be signed 
in the Preaudit office and returned to the RDO as a receipt. The 
cancelled check will be sent to the Records Division of the General 
Accounting Office, and one copy of form 1098 will be retained by the 
Freaudit office. 


0. Jorward one copy to the «iccounting and Bookkeeping Division, 
General Accounting Office, ashington, D. ©., and retain two copies 
in a pending file awaiting the return of the receipted copy from 
the RDO. 


Upon return of the receipted copy, the information appearing in 
the lower left-hand corner of such copy must be entered on the 
pending file copies. One of the pending file copies should be 
retained by the adjustment clerk and the other transmitted immne- 
diately to the Office of Budget and Finance, Department of 
Agriculture, Washington, D. ©. This latter copy should be trans- 
mitted with a cover letter on which the form number, schedule 
number, and total amount of the schedule are shown. (Any other 
forms being sent to the Office of Budget and Finance the same day 
may be listed on and mailed with the same cover letter.) An 
extra copy of the letter should be held in the State Office until 
the end of the month at which time it should be sent, together 
with all others prepared during the month, to the Control accowmts 
and Reports Section, AAA, Washington, D. ©. This will enable the 
. Control Accounts and Reports Section to determine whether they have 
received all of the necessary forms from the RDO. 


c. From the receipted copy of form 1098, enter a cross reference on 
the forms 16644 and ACP-28 ag follows: 
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(1) On the original form 16644 enter "Check Cancelled," the 
schedule number of the form 1098, and the date form 1093 was 
signed by the Disbursing Officer, The adjustment clerk nay 
dispose of the two remaining copies of form 16644, 


(2) On form ACP-28 (original and 3 copies) delete "Yorm 1044 Rev." and 
enter "Form 1098." Then enter the schedule number of form 1098 

in the space provided, and under "action taken" enter the notation 
"Cheek cancelled" and the reason therefor, together with the date 
form 1098 was signed by the Disbursing Officer. Also enter the 
notation "Decrease administrative exoense dediction 

$ | |, showing inethe tlank spaces the amount, if any, of 
administrative expense previously charged uncer the application 
and the year and program with respect to which the application 
was filed. 


a. Determine whether the application with respect to which the check 
wag issued is eligible to be submitted as an adjustment case, 1i.¢., 
whether another check may be issued in accordance with the procedure 
hereinafter established. 


(1) If the case is eligible to be submitted as an adjustment case, 
enter the notation "resubmittabie item" on the ACP-28 (original 
and 3 copies) in the space beneath "Action Taken." The 
original and first copy of ACF-26, together with the original] 
form 1664-A, shall be returned to the files awaiting final 
development of the case. (For final distribution of these 
forms, see Section XIII.) The two remaining copies of a0F-28 
shall be distributed in accordance with subparagraph e below. 


(2) If the case is not eligible for submission as an adjustment 
case, (for exemple, the cancelled check was @ duplicate payment) 
enter in the space headed “Action Taken" on ACP-23 the notation 
Not Resubmittable” and the rez.son therefor. Two copies shall 
be distributed in accordance with subparagraph e below, and the 
first copy with the original 1¢34-A attached shall be filed 
with the application. The original ACF-26 may be disposed of, 


e. The receipted copy of form 1096 shali be transmitted to the accountant, 
together with a copy of ACP-28 for each check listed thereon, Forward 
to the Control Accounts and Resorts Section, AAA, Yashington, D. C., 
the remaining copy of each ACP-23 on which an adjustment in the 
administrative exnense account has been entered. This renaining 
copy of any ACP-28 on which an adjustment in the administrative 
expense account is not shown, may be disposed of. 


Check in possession of General Accounting Office in Yashington. 


The adjustment clerk will use form AAA-275 for the purpose of requesting 
cancellation of a U. S. Treasury check which has been returned to the 

General Accounting Office; unless the check has been covered into Cutstanding 
Liabilieies, in which event cancellation may not be requested. 


me 
' serial number of the application for payment in connection with 
which the check was issued. 


Bs, 
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Prepare an origina] and four copies. 


In the upper right-hand corner enter the State and county code and 


- .Beginning with: each fiscal year, a new series of schedule numbers 


should be assigned. The schedule number of each form #AAA-375 
should contain the fiscal year and the proper figure showing the 
number which the form being prepared is of the series; i.e., 
41-1, 41-2, 42-1, 42-2, etc. 


‘The date shall be that on which the form is prepared. 


In the space immediately below the title of the form enter "Through 
Chief of Party, 7 Preaudit Office" and the address of such 
Orticeé, 


Enter complete information regarding the check in the first 
paragraph, 


Following "It hag been determined that the payee of the above- 
described check". enter either "was overpaid," "is not entitled 
to the payment," "ig deceased," "hag been declared incompetent," 
or other applicable reagon, 


Following "In view of the reasons stated above, it is requested 
that the check be cancelled and the proceeds thereof deposited 

to the credit of appropriation:" enter the symbol and title of 
the appropriation (including the farm payment limitation) against 
which the check was drawn. 


Enter the title of the Certifying Officer, the name of the State 
Office, and the word "Western" on the lines provided beneath the 
line for the signature, 


On the last line enter the name and address of the Certifying 
Officer and the notation "Through Preaudit Office" with the 
address of the Preaudit Office shown in the blank space, 


The Certifying Officer must sign the form on the line provided. 


istribution of AAA-375, ACP-28, and form 1664-4, 


Forward the original and three copies to Preaudit and file one 
copy in the State Office. The Preaudit office will forward the 
forms to the Washington GAO where the check will be cancelled, 
The original of AAA-375 will be kept by the Check Section of GAO, 
one copy will be kept by the Preaudit Section of GAO, one copy 
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will be kept by the local Preaudit Office, and one copy will be 
returned to the State Office, 


b. Upon receint of the copy of AAA~375, the adjustment clerk shall 
withdraw forms ACP—28 and 1664-A from the files. The three 
copies of 1664-A may be disposed of, On the original 1664-A en- 
ter "Check eancélled by GAO" and the date of cancellation, On 
ACP=28 (original and 3 copies) enter "heck cancelled by General | 
Accounting Office, see ASA-375 schedule No, «4, the reason 
therefor, and the date of cancellation. Also enter the notation 
"Decreases administrative expenss deduction $e 
showing in the blank spaces the amount, if any, of adminis-— 
trative expenses previously charged t.rder the application and tho 
year and program with respect to which the application was filed, 
Then determine whether the case is cligible to bo resubmitted as 
an adjustment case, 


> 2) 
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(1) If tho case is eligible to be submitted as an adjustment 
case, enter "Resubmittable item! on form ACP-28, The orig- 
inal and first copy of ACP-28, together with the original 
form 1664-A, shall be returned to the files awaiting final 
development of tho case, (For final distribution of these 
forms, see Section XIII.) The two remaining copies of 
ACP~28 shall be distributed in accordance with c below. 


(2) If the case is not eligible for submission as an adjustment 
case, enter lot Resubnittable" on Ace-28 and the reason 
therefor, The original ACP=28 uoy be disposed of, The 
first copy of ACP-28, with the original form 1664-A at— 
tached, shall be filed with the apniication. The two re- 
maining copies of ACF-28 shali be distributed in accordance 
with c below, 


c, Forward the covy of AAA-375 returned by the Preaudit Office and 
a copy of ACP-28 to the Accountant, If a notation regarding a 
change in the administrative expense’ account was entered on 
ACP-28, forward the remaining copy to the Control Accounts and 
Reports Section, AAA, Washington, D, C, This remaining copy of . 
any ACP+28 on which an adjustment in the adninistrative expense 
account is not shown, may be disposed of, 


LOST, STOLEN, DESTROYED, AND FORGED U. S. TREASURY CHECKS. 


A. 


Notification to Regional rsing Office, 


The RDO should have been notificd immediately by the county office or the 
payee in each case where a U, 5. Treasury check. is lost, stolen or des~ 
troyed, or where it is alleged that a check has been forged. A copy of 
the notification should have been forwarded to the State Office for in~ 
fornation purposes. In the event that the original notification is re=~ 
ceived in the State Office, it should be sent to the RDO without delay. 


a 
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It must include the check number, date, amount, name of payee, and the 


:.D. O.*symbol- number. 


After the RDO has been notified, the caso is under the exclusive juris- 
diction of the Treasury Department, Where the check is later found or 
recovered, the payee should request the RDO to remove the stop order 
placed against it; but the payee should not cash the check until one week 
after requesting the removal of the stop order, If a duplicate check had 
been issued prior to the recovery of the prieinid. | the original check 
must be returned to the RDO. 


Notification to United States Secret Service. 


The local office of United States Secret Service must also be notified 
when a U, S, Treasury check has been lost, stolen, destroyed, or forged. 
The notice to the Secret Service shall be a signed copy of the notice 
sent to the RDO, 


Report to Treasury and, where necessary, to GAO Regarding a Forged U. 5S. 


Treasury Check, 


Where it is alleged that a Treasury check has been forged, the State 


Office will reccive, through the RDO, a form letter from the Treasurer of 
the United States requesting informat ion as to whether there is any reason 
why the payce should not receive a check in the amount originally cer- 
tified, 


Upon receipt of the letter, the adjustment clerk shall examine the file 
copy of the application under which the check was issued, any correspond-— 
ence regarding the case which may be available in the State Office, and 
the rogister of indebtedness in order to determine: whether there is any 
reason why payment should not be made to the payce of the check, If the 
payee is indebtcd, follow the procedure in section I, paragraph H of 
WD-7, If the payee is entitled to the amount of the check or if the payee 
is not entitled to the amount of the check because an overpaymont was 
nade in connection with the applieation, follow the procedure in either 
paragraph 1 or 2 below. 


1, Alleged forged chock not yet paid by Treasury. 
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a2, Payee entitled to the full amount of the check, 
(1) Preparation of lottor to Treasurer. 


Where the lettor from the Treasurer of the United States 
shows that the check has not been paid, prepare a roply, in 
the form of a letter such as that outlined below, in 
quadruplicate on stationery bearing the Office of Budget and 
Finance lotterhead, No date or signature will be entered; 
but tho Certifying Officer must initial the original and 
first two copies beneath the words "Director of Finance® and 
the name and address of the Cortifying Officer must be typed 
in the lower margin of the first copy. Enter the appropriate 
information in the blank spaces. 
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UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
Washington, D. 0. 


Treasurer of the United States, 
Accounting Division. 


Dear Sir: Re: 

In reply to your letter of , wheroin you advise 
that paynont of check numbered , dated , in the 
anount of $ , drawn by G, F, Allen, symbol , 
payee , was declined on account of an alleged forged 
endorsement of tho pnyec's name, you aro advised as follows: 


An examination of the records relative to the 
application for payment No, , executed by ; 
discloses the fact that nc overpaymont oxists in the account 
of this payee and there appears no reason why settlonent 
should not bo made with in tho anount of $ 
provided that such person has not received the proceeds of 
the check, 


Vory truly yours, 


Director of Finance, 
(2) Distribution of letters. 


The lotter fron the Treasurer of the United States and the 
third copy of the lettcr addressed to the Treasurer of the 
United States shall be filed. The original and two copies of 
the lottor to tho Treasurer of the United States, and a copy 
of the letter fron tho Treasurer of the United States shall be 
forwarded to the Western Division. 


Payee not entitled to amount of check Decause it represents an 
overpaynent. 


Where it is found that tho check is in excess of the amount due be- 
causo of an orror in basic data or in computation on the application 
or bocause of an error in scheduling the paynent on the voucher 
forns, the adjustment clerk shall propare a reply to the Treasurer 


of the United States and an administrative report for the General 


Accounting Office in tho manner outlined bolow. The anount of the 
overpaynent shall be determined in accordance with Section Xii2 Gra. 


XIV of this WD<14, In tho event that there was an error in basic 


data on the application in connection with which the forged check 
was issued, the investigation, oxamination, and determination 
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regarding fraudulent action mst also be made in accordance 
with Section XIII of this WD-14. 


“(.) 


Preparation of letter to Treasurer of the United States. 


Where the letter from the Treasurer, U, S. shows that the check 


“hag not been paid, prepare a reply, in the form of a letter such 


as that outlined below, in quadruplicate on stationery bearing 
the Office of Budget and Finance letterhead. No date or 
signature will be entered; but the Certifying Officer must 
initial the original and first two copies beneath the words 
"Director of Finance" and the name and address of the Certifying 
Officer must be typed in the lower margin of the first copy. 
Enter the appropriate information in the blank spaces. 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
Washington, D. C. 


Treasurer of the United States, 


Accounting Division. 


ear, Sir: re 
In reply to your letter of _, wherein you 
advise that payment of check numbered dated 
, in the amount of $ , drawn by G. 
F, Allen, symbol , payee was declined on 


account of an alleged forged endorsement of the payee's name, 
you are advised as follows: 


-An examination of the records relative to the 
application for payment No. » executed by 
discloses the fact that an overpayment exists in the account — 
of this payee. It is requested that the above described 
check be transmitted to the General Accounting Office in 
order that proper settlement may be made, An administrative 
report, relative to the account of this payee, has been 
prepared by this office and is being ete to the General 
Accounting Office. 


Very truly yours, 


Director of Finance, 
Preparation of AD-42. 


Prepare AD-42 in quintuplicate. Following "account of" enter 
the name and present address of the payee. Enter the anount 


(4) 


Pd a ae 


of the check ag the anount claimed’, the amount of the over- 
payment after "Differences explained below," and the correct 
anount due the payee following "approved for." Delete 
"Chargeable" and enter the symbol and title of the appro~ 
priation (including the farm payment limitation) against which 
the check was drawn, The statement beginning "According 
to the records of the State Office, “Yestern Division, 
AAA" must show that, ag the result of an error on the appli- 
cation for payment No. filed in connection with the 
program (or an error on the computation sheet on 
which application No. filed in connection with the 
program wags scheduled for payment), check No. ; 
dated issued under D. O. voucher io. to the above 
named payee is $ in excess of the amount due and, there- 
fore, the Treasurer of the United States is being requested to 
transmit the check to the General Accounting Office, (The 
complete State arid county code and serial number of the appli- 
cation and the name of the program in connection with which the 
check wags issued must be shown in the biank spaces.) The 
certifying officer mst initial the original and first two 
copies of AD-42, and the name and address of the certifying 
officer must be entered in the lower margin of the first copy. 
AD-42 will be dated and signed by the Director of Finance. 


Distribution of AD-42 and letter to Treasurer. 


The letter from the Treasurer of the United States, a copy of 
the letter addressed to the Treasurer of the United States, 
and a copy of aD-42 shall be filed with the copy of the 
application involved. The original and two copies of “the 
letter to the Treasurer of the United States, a copy of the 
letter from the Treasurer of the United States, and the 
original and three copies of AD-42 will shall be-forwarded to 
the Yestern Division. One copy of AD-42 will be returned to 
the State Office at the time the case is referred to the Claims 
Division of the General Accounting Office. When settlement 
hag been made, the State Office will receive two copies of 
AAA-367, one of which will be sent to the State accountant and 
the other to the county office. 


Preparation and distribution of ACP-28. 


If the overpayment represented by the forged check was made 

in connection with a program with respect to which a deduction 
wag made for agsociation expenses, the adjustment clerk shall, 
immediately upon receipt of AAA-367, prepare and distribute 
ACP-28 ag follows: 


(a) Prepare an original and 2 copies. 
(b) In the gpaces provided, enter the applicant's name, the 


payee's name, the State and county code and serial nuaber 
of the application in connection with which the check was 


@ 
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issued (also the form number of such application), the 
D. ©. voucher number, and the date such voucher was paid. 


(c) Beneath "Action Taken" enter a brief statement showing that 
it was alleged that the check described above had been 
forged, that the amount of guch check was in excess of the 
amount due and, therefore, the cage was referred to the 
General Accounting Office in Jashington, D. 0., under date 
of (entering the date on which AD-42 was signed 
by the Office of Budget and Finance) for settlement. 

Also include the fact that the State Office is in receipt 
of AAA-367, Certificate No. , Claim No. oa 
(both numbers appear on the form) showing that settlement 
hag been made by the General Jiccounting Office. 


(da) Beneath the above statement, enter the following notation 
with appropriate information in the blank spaces: 


Adjust administrative expense account: 
Administrative expense previously charged........9 fer 
Correct amount of administrative expense. .} 
Decreage deduction...c cesses PSG a a $ 


(e) The adjustment clerk shall initial all three copies. 


(f) The original ACP-28 shall be forwarded to the Control 
Accounts and Reports Section, AAA, Washington, D. C., one 
copy shall be given to the State accountant, and the re- 
maining copy shall be filed with the copy of the appli- 
cation for payment involved. 


edn 


Payee entitled to the full amount of the check, 


Where the letter from the Treasurer of the United States shows that 
the forged check wag paid and the amount thereof recovered from the 
endorsers, the adjustment clerk shall, if the payee is entitled to the 
full amount of the check, follow the procedure in subparagraph 1, a, 
above, except that the first paragraph of the reply to the Treasurer 
gnal] read ag follows with the appropriate information entered in the 
blank spaces: 


"In reply to your letter of relative to check No. 
, dated for $ drawn by G. F. Alien, 
symbol , payee , the amount of which 


has been recovered through the endorsers because of the 
forged endorsement of the payee's name, you are advised as 
follows:" 


Payee not entitled to. amount of check because it represents an 
overpayment. 
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(1) Preparation of reply to Treasurer, U. S. 


there the letter from the Treasurer of the United States shows 
that the forged check was paid and the amount recovered and the 
adjustment clerk finds that the payee is not entitled to the 2ali 
amount of the check because it represents an overpayment, he 
shall prepare a reply, in the form of a letter such as that 
outlined below, in quadruplicate on stationery bearing the 

Office of Budget and Finance letterhead. No date or signature 
will be entered; but the Certifying Officer mst initial the 
original and first two copies beneath the words "Director of 
Finance" and the name and address of the Certifying Officer ? 
must be typed in the lower margin of the first copy. Enter 

the appropriate information in the blank spaces. 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
Washington, D. C, 


Treasurer of the United States, 
Accounting Division 


Dear Sir: Re; em. 
' In reply to your letter of , relative to check 
NO... sen Neuse , dated for $ , drawn by G F, 
Alien, symbol , payee the amount of which hag 
been recovered through the endorsers because of the forged 
endorsement of the payee's name, you are advised as follows: 


. 
An examination of the records relative to the 
application No. executed by this payee discloses the 
fact that an overpayment exists in the account of this payee. 
It is requested, therefore, that the amount of the overpayment, 
, be credited to appropriation and that 4 
the balance of $ __ be forwarded to provided 
such person hag not received the proceeds of the original 
check. 


Very truly yours, 


Director of Finance. 


Distribution of letters. 


The foregoing letter to the Treasurer and the copies of the 
letter from the Treasurer of the United States shall be dis- 
tributed in accordance with subparagraph 1, a, above. When 
settlement hag been made, the Office of Budget and Finance will 


ange 


notify the Wegtern Division who will, in turn, forward the 
notification to the State Office, after the adjustment clerk 
hag made the necessary notationg in his records, the notifi- 
cation will be given to the State accountant. 


(3) Preparation and distribution of ACP-28. 


If the overpayment represented by the forged check was made in 
connection with an application with respect to which an amount 
was deducted for association expenses, the adjustment clerk 
shall, upon receipt of the notice of settlement, prepare and 
distribute ACP-28 in accordance with subparagraph 1, bd, (4) 

of this paragraph C. 


VI. REFUNDS RECEIVED IN THE STATE OFFICE. 


AY 


General. 


From time to time the State Office will receive remittances such ag the 
following; 


1 


Checks, money orders, etc., from persons who have been overpaid under 
programs administered through the State Office. 


Checks from the Commodity Credit Corporation, Farm Credit Administration 
or other agency in whose favor an erroneous set-off has been made, 


Each remittance shall be forwarded to the adjustment clerk for imiediate 
handling. 


Examination of Remittance. 


1. 


The adjustment clerk shall first determine whether the remittance is 
negotiable. 


a, The remittance mst be properly dated. 


b. The written amount on a check must agree with the anount shown in 
figures thereon. 


c. The remittance must be drawn payable to the "Treasurer of the United 
States" or in a manner which permits proper endorsement to that 
official (refer to paragraph D below). 


d. A&A check must be signed. 
If it is determined that a remittance is not in negotiable form it 


mist be returned to the remitter through the proper county committee, 
accompanied by a letter of explanation and a request for a new renittance, 
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1. The adjustment clerk shall deternine, from the letter of explanasies 
accompanying the refund and from the records of the case in the 
State Office, whether the amount of the refund received igs due, 

If it is determined that the refund is due and that the anount is 
not in excess of the amount of overpayment, the refund shall] be 
credited to the appropriation fron which the overpaynent was made. 


2. The remittance shall be credited to a gpecial deposit account if the 
amount is in excess of the amount due or where the adjustment clerk 
cannot readily determine the appropriation to be credited. 


The special deposit account is for use only as 4 temporary disposi- 
hion of a remittance, Amounts deposited in this account should be 
withdrawn just ag soon as the proper disposition of such amounts can 
be determined. Accordingly, the adjustment clerk shall at the time 
he schedules an amount for the special deposit account, take whatever 
action is necessary to determine the proper ultimate disposition of 
the remittance. 


If further information is needed from the county, a Letter requesting 
such information should be prepared and forwarded immediately. 


Endorsements. 


Remittances drawn payable to the "Treasurer of the United States" must 
be endorsed for purposes of identification by means of a rubber stamp 
reading ag follows: 


"Pay to the Order of 
The Treasurer of the United States 
Division of Disbursement, Treasury Department 
Western Division, AAA, U. §S. Dept. of Agriculture, 


" 


(Location) 


A remittance drawn payable to "Western Division" or to "Agricul tural 
Adjustment Administration" or to "Department of Agriculture" or in a 
sinilar impersonal manner may (if otherwise negotiable) be accepted and 
endorsed by rubber stamp in the manner indicated above. Checks drawn 
payable to some person other than the "Treasurer of the United States" 
must be returned to the renitter, through the proper county committee, 
with a letter requesting that a new check be submitted, drawn payable to 
he Treasurer of the United States, 


| 
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Receipt Number. 


Acceptable remittances must be numbered consecutively, beginning ‘with 
number 1. The receipt number assigned should ‘be entered in the lower 
left-hand corner on checks, drafts, money orders, étc. 


epee tion of Form ACP-28 and ACP-28A. 

‘For each negotiable remittance the adjustment clerk shall prepare form 
ACP-28 in quintuplicate: (original and 3 copies of ACP-28 and one 
copy of ACP-28A) as follows: 


1. On the lines provided enter the name and address of the remitter (the 
applicant, assignee, or other person who is making the refund); name 
of applicant; nature, date, amount and number of remittance, and name 
of payee. 


2. Enter the receipt number (assigned in accordance with paragraph E above). 


3. In the event that the remittance is to be credited to an aporopriation 
because the producer wag overpaid under an application, enter the State 
and county code and serial number of the application for payment involved. 
Above "State and county code: No." enter the form number of the appli- 
cation for payment. 


4, Date and initial Form ACP-28A, This form shall then be signed by the 
eer in aS and mailed to the remitter ag a receipt. 


oe lf the renertance is due because an overpayment was made under an 
-application, enter on Form ACP-28 the D. 0. Voucher No. under which the 
a&oplication for payment was scheduled and the date such voucher was 
paid. 


6. Under "Action Taken" enter: the facts pertinent to the case, i.e., the 
reason for the refund and the appropriation to be credited. 


7, The adjustment clerk will initial form ACP-28 on the line following "By" 
and will enter the date on which ACP-28A was mailed. 


Preparation of Form 1044, "Schedule of Collections." 


1. Checks, money “orders, etc., must be scheduled for deposit on form 1044. 
Renittances credited to the special deposit account must not be 
scheduled on the same form 1044 with remittances credited to other 
accounts or appropriations. 


2. where, various types of remittances are listed on one form 1044, i.e., 
_money»orders, cashier's checks, certified checks, etc., separate sub- 
totals must be entered on form 1044 for each type, When listing 
reuittances, complete the entries for one type, space 4 lines, enter the 
second type, etc. Remittances which are to be credited to two or more 
appropriations may be scheduled on one form 1044, if a subtotal of the 
anounts being credited to each appropriation is shown. 


«a: BO) eu 
3. Prepare an original and 8 copies of form 1044 as follows: 


a. Enter. tho necessary: seformoy1on in the heading of’ the Port 1h 
the usual MOATINCT. teas ce ; 


Tes, vO. Serbs Ho. ‘gholl be aps collection nunber furnishod by 
the RDO, , : ; RS 


Beginning with cach fiscal year, a new serics of schedule nunbers 
should be assigned. The schedule number of cach forn 1044 should 
contain cither the letter R or S, the fiscal year, and the number 
which the particular form 1044 ie of the series. The letter § 

shall be used if the ronittance is being deposited to the special 
deposit account, and the letter R shall be used if the ron 

is being pope ited to an appropriation. For example, forms 1044 

on which renittances are scheduled during the 1941 fiscal yoar fou 
deposit to an appropriation should be numbered R-41-1, R412, ctc.; 
and forms 1044 on which remittances arc choduled aie the 1941 
fiscal year for the special deposit account should be numbered 5-411, 
§$-41~2, etc, At the beginning of the next fiscal year a new series 
beginning with R-42-1 and S-42-1 shuld bo used. 


b, Enter in tho. first column tho date the remittance was received, 


c, Enter in the second column the recoipt number assigned, (Refor to 
paragraph E above.) 


d. Enter in the third column the name of the person making the refund, 
or the person whose account is to be ercdited with the refund Le the 
ronittor is returning the money for another person, Also onter the 
type of renittance (postal money order, cashicr's chock, etcnas the 
number and date thereof, and name of the payee. 


ec. Enter in the fourth column a detailed description of the purpose of 
the collection, and if the remittance is to be credited to an’ ajpro- 
priation, enter the D. 0. Voucher Number of the original payment on 
account of which the refund is due, the date such voucher was paid 
(which date will appear in the upper right-hand corner of the 
schedule of disbursements on which the paynent was scheduled) and 
the nunber of the check, 


(1) If the roenittance is to be applicd against a payment for which 
the State Office has received a GAO form 2084, indicating that 
the General Accounting Office has taken an exception to the 
paynent, also enter the notation "GAO disallowance," 


f, In the fifth column enter the anount of the remittance, Enter the 
subtotal for each type of refund (money order, cashier's check, ote.) 
in the fifth column inmnediatoly below the last entry for such type 
(refer to paragraph 2 above). «Also onter the subtotal for each 
appropriation if renittances are: being credited to more than one 
appropriation, : ee 
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If a renittence is to be credited to an appropriation, the symbol 
and title of such appropriation (including the farm paynent linita- 
tion) shall be entered in the last column of form 1044. 
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Where a remittance ig to. be credited to special deposits, enter 
in the last column of form 1044 the words "Special Deposits" fol- 
lowed by "03,37--66.2-195 Suspense AAA Conservation Program" and 
the D. 0. collection symbol number (furnished by the RDO). 


h. Enter the total of all remittances in the space provided therefor 
in the fifth colunn. 


i, Following the word "Forwarded" in the lower right-hand corner 
enter the date on which the form ig forwarded to the xDO. 


j. Enter the certifying officer's title on the line provided. 


k. In a conspicuous place on the third copy, stamp the notation "For- 
ward to Control Accounts and Reports Section, Agricultural Adjust- 
ment Administration, Vasghington, D. C." 


1. The Certifying Officer shall sign the original form 1044, His 
facsimile signature should be stamped on all copies. 


H. Distribution of Forms 1044 and ACF-28. 


—- 


Forms 1044 and ACP-28 ghall be distributed ag follows: 


1. The original and 3 copies of form 1044, including the copy marked for the 
Control Accounts and Reports Section, AAA, together with the remittances 
* listed thereon shall be transmitted to the RDO. 


2. One copy of form 1044 shall be transmitted to the Bookkeeping and 
Warrants Section, Treasury Department, Washington, D. C. 


Pi 3. One copy of form 1044, the original of form ACP-28 representing each 
remittance and the original letter of explanation from the field shall 
be transmitted to the Accounting and Bookkeeping Division, General 

> Accounting Office, Washington, D. C. 


4. One copy of form 1044 shall be transmitted to the State accountant. 
The two remaining copies of form 1044 and the three copies of #CP-28 


will be held in a pending file awaiting return of the receipted copy 
from the RDO. 


oO 


no. The RDO, after taking necessary action, will return to the State Office 
| one copy of form 1044 showing the proper information in the lower left- 
nena corner of ‘the form. in addition, a copy of Certificate of Deposits 
Form 1 will be transmitted to the State Office, The adjustment clerk 
shall enter on the pending file copies of form 1044 and ACP-238 the 
information ghown in the lower left-hand corner of the copy returned 
by the RDO. 


AD ime 


a, If the remittances scheduled on form 1044 were credited to an 
appropriation from which the producer was overpaid -- 


(Gm) 


(2) 


Complete ACP-28 ag follows: 


"here the producer received an overpayment in connection 

with @ conservation, range, sugar or other application on 
which a deduction was made for Agsociation expenses enter on 
ell three copies of the ACP-28 prepared upon receipt of such 
producer's remittance a notation showing the amount deducted 
for administrative expense on the original application, the 
correct amount of administrative expense and amount by which 
the previous deduction is to be decreased. Detailed pro- 
cedure for determining the association expense account adjust- 
ment is outlined in section II of WD-7. The procedure for 
computing this adjustment is the same irrespective of whether 
recovery of the overpayment is effected by set-off or refund. 


Distribute the remaining copies of form 1044 and ACP-28 
as follows: 


If entries regarding an adjustment in the administrative expense 
necount have been made on ACP-28 in accordance with paragraph 
(1) above, transmit the copy of form 1044 returned by the RDO, 
one copy of ACP-28, and the Certificate of Deposit Form 1 to 
the accountant. File one copy of form 1044 in the form 

1044 file and forward one copy to the Office of Budget and 
Finance, Department of Agriculture, Washington, D. C., 

This latter copy should be transmitted with a cover letter 

on which the form number, schedule number, and total amount 

of the schedule are shown. (Any other forms being sent to 

the Office of Budget and Finance the same day may be listed on 
and mailed with the same cover letter.) An extra copy of the 
letter should be held in the State Office until the end of 

the month at which time it should be sent, together with all 
others prepared during the month, to the Control Accounts and 
Reports Section, AAA, Washington, D. C. This will enable the 
Control Accounts and Reports Section to determine whether they 
have received all of the necessary forms from the RDO. 


Also forward one copy of ACP-28 to the Control Accounts and 
Reports Section, Agricultural Adjustment Administration, 
Washington, D. C., and file the remaining copy and the copy of 
the memorandum from the county with the copy of the application 
for payment in connection with which the producer was overpaid, 


If no adjustment is to be made in the administrative expense 
account, copies of the ACP-28 will not be sent to the accountant 
and: the Control Accounts and Reports Section, One copy of 
ACP-28 and the copy of the memorandum of explanation from the 
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county shall be filed with the application involved. The 
other 2 copies of ACP-28 may be disposed of. 


b. If the remittances scheduled on form 1044 were credited to the 
Special Deposit account-- ) 


; (1) Distribute the remaining copies of form 1044 and ACP-28 as 
follows: 


The copy of form 1044 returned by the RDO and the Certifi- 
cate of Deposit Form 1 shall be transmitted to the account- 
ant. Copies of Yorns ACP- oe will se be trans: oe One 
Budget and Finance, Sonenenene of neni eater Tachi wee 
D. C. One copy of form 1044, and three copies of each 
ACP-28, and the copy of the memorandum from the county 
shall be filed by the adjustment clerk, For final disposi- 
tion of the copies of ACP-28 refer to Sections XIII and XIV 
of this procedure. 


I, Changes in Register of Indebtedness. 


4g soon ag an accomplished copy of form 1044 is received, the adjustment 
clerk shall make the proper changes in the Register of Indebtedness. 

Any amount removed from the register is, of course, subject to rein- 
statement if the remittance is returned by RDO as uncollectible. 


VII, REFUNDS SENT DIRECT TO REGIONAL DISBURSING OFFICE 
44, Schedule of Collections Prepared by RDO. 


Where the county committee or an applicant sends a refund to the RDO 
instead of to the State Office, the Disbursing Officer will prepare form 
1044 and credit the refund to their special deposit account (number 
03.37). «A copy of form 1044 showing that the form was prepared in the 
RDO will be transmitted to the State Office. 


B. Handling of form 1044 by State Office 

Upon receipt of form 1044 which was prepared in the RDO tne adjustment 
clerk shall prepare two additional copies. (Inagmuch ag the Regional 
Disbursing Office will furnish the Control Accounts and Reports Section 
with a copy of form 1044, it is not necessary for the State Office to 
forward a copy to that Section.) In addition to the information appear- 

ing on the form received from the RDO, the adjustment clerk will enter 

in the last column the Department special ae ae number "66,2-195 
Suspense, AAA, Conservation Program." 


1. One copy shall be transmitted immediately to the Office of Budget and 
Finance, Department of Agriculture, Washington, D. C.- This copy 
should be transmitted with a cover letter on which the form number, 
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schedule number and the total amount of the schedule are shown. 
(Any other forms being sent to the Office of Budget and Finance 
the game day may be listed on and mailed with the same cover 
letter.) An extra copy of the letter should be held in the 

State Office until the end of the month at which time it should 
be sent, together with all others prepared during the month, 

to the Control Accounts and Reports Section, AAA, Washington, D.C. 


This will enable the Control Accounts and Reports Section to determine 
whether they have received all of the necessary forms from the RDO. 


2. One copy shall be filed with the three copies of ACP-28, prepared in 
accordance with paragraph C below, pending determination of the proper 
disposition of the refund. 


3, The copy received from the Disbursing Officer shall be transmitted 
to the accountant. 


Preparation of ACP-28. 


The adjustment clerk shall also prepare three copies of form ACP-28 (none 
on ACP-28A) for each remittances scheduled by the RDO, on form 1044, In- 
sofar as possible the entries on ACP-28 shall be mde in accordance with 
the instructions set forth in Section VI, paragraph F of this procedure. 
Entries which cannot be made at the time form 1044 is received should be 
nade when the proper disposition of the renittance has been determined and 
the anount withdrawn from special ceposits. All three copies shall be 
filed pending determination of proper disposition of the remittance. 


Changes in Register of Indebtedness. 


If the name of the person making the refund is listed on the Register of 
Indebtedness, the adjustment clerk shall make the proper changes thereon, 
Any amount removed from the register is, of course, subject to reinstate- 
ment if the RDO notifies the State Office that the remittance is uncollec- 
tibke. 


VIII. UNCOLLECTIBLE CHECKS. 


eg 


Form 1044 used as a Schedule of Uncollectible Checks. 


If a check which has been transmitted to the RDO is not collectible, 

the Disbursing Office will prepare form 1044 with the title changed to 
read "Schedule of Uncollectible Checks." The RDO will forward a copy of 
the form 1044 to the Control Accounts and Reports Section, wii, Washington, 
D. C., and will transmit the check and two copies of the form 1044 to the 
State Office. One copy shall be signed and returned to RDO ag a receipt, 
and the other will be distributed in accordance with paragraph © below. 
Immediately, the adjustment clerk shall correct the file copies of the 
form 1044 on which the uncollectible check was originally scheduled for 
deposit, and shall prepare ACP-24 in accordance with paragraph B below. 
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Preparation of ACP-24, "Debit Voucher for Uncollectible Check Returned." 


Immediately upon receipt of a schedule of uncollectible checks, the ad- 
justment clerk shall prepare ACP-24, listing thereon data regarding all 
uncollectible checks which were scheduled for collection on one form 

1044. (Where more than two checks were uncollectible, enter the addition- 
al data on the back of ACP-24 or use another sheet.) ACP-24 shall be 
prepared in quadruplicate as follows: 


Ls 


Enter the number and date in the upper right-hand corner. 


Beginning with each fiscal year, a new series of numbers snould be 
used. The number should include the fiscal year and the proper 
figure showing the number which the form being prepared is of the 
series; i.e., 41-1, 41-2, 42-1, etc. 


After the word "Tol" - 
a, On the original enter.."Accountant." 


b. ‘On the first and third copies enter "Office of Budget and Finance, 
Department of Agriculture, Washington, D. C. 


c. On the second copy enter "Accountant" and "Office of Budget and 
Finance," in order that the file copy will contain a record of 
those persons to whom the original and two copies were addressed. 


After the word "Frem' enter the name of the State. 
After the words "State Office" enter "Testern." 
Enter the data for the check/s in the spaces provided. 


After "Schedule No." enter the schedule nunber of form 1044 on which 
the check/s were originally scheduled, and after "Dated" enter the 
date of such schedule. 


After the word "Symbol" enter the appropriation to which the un- 
collectible check/s were credited, and after the word "Anount" on 
the sane line enter the amount of the uncollectible check/s which 
were credited to such appropriation. 


After the word "from" enter the total amount originally scheduled on 
the form 1044 and after "to!" enter the result determined by subtract- 
ing the sum of the uncollectible checks from the total amount ori- 
gina@lly scheduled on form 1044. 


Immediately below the printed paragraph enter 4 statement to the 
effect that an attempt is being made to secure a proper remittance, or 
that no such attempt is being made because the amount of the uncol- 
lectible check does not represent a debt due the Government, 
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1. The original, together with the form 1044 received from the Disbursing 
Officer, shall be forwarded to the accountant. 


2. The first copy shall be signed by the Certifying Officer and forwarded 
immediately to the Office of Budget and Finance, The tnird copy 
shall be held until a new remittance is received and deposited in 
accordance with paragraph HE below. Upon receipt of an acconplished a 
copy of form 1044 or 1096, enter on the third copy of ACP-24 a 
notation that a substitute check was received (or a set-off nade) and 
"Scheduled for deposit on Forn schedule No. Certificate 5 
of deposit number , dated " showing the appropriate in- 
fornation in the blank spaces. The third copy of ACP-c4 shall then 
be forwarded to the Office of Budget and Finance without delay. 


3, The adjustment clerk will file the second copy. 
D. Disposition of uncollectible check and recording of debt on register. 


The uncollectible check shall be returned to the proper county committee 
with a letter explaining the reason for its return and requesting the 
committee to deliver the check to the applicant. The committee should be 
instructed to obtain a new check from the applicant and transmit with such 
new check a statement showing that it is a substitute for the uncollectible 
check. The overpayment, which the uncollectible check wag intended to 
liquidate, shall again be entered on the register of indebtedness. 


t 
E, New remittance. 

Upon receipt of a new check ag a substitute for the uncollectible check, € 
the adjustment clerk shall schedule such new check on form 1044 in accord- 
ance with paragraph G of section VI, but enter on the form a notation 
to the effect that the new check represents the recovery of the amount of 
the uncollectible check previously scheduled for collection on form 1044 
Schedule No. _ ‘ « 
If reimbursement for the uncollectible check is secured by get-orf, the 
notation referred to above shall be entered on form 1096. . 


SUMMARY OF REMITTANCES. 


At the cloge.of each month the RDO will prepare Standard Form 1045, Summary 
of Collections, in septuplicate and will transmit the original and four copies 
to the State Office, and one copy to the Control Accounts and Reports Section. 


The adjustment clerk shall check the totals shown on form 1045 to determine 
that the amounts credited thereon agree with the totals of the amounts shown 
on the file copies of the forms 1044 for the corresponding month. The 
original and two copies of form 1045 shall then be forwarded to the accountant 
who will determine that his records are also in agreement with the entries on 
the Summary of Collections. The accountant will sign and enter the date of 
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his signature on the original and first copy and return them to the adjustment 
clerk. He will retain the second copy. The adjustment clerk shall return 

the original and first copy of form 1045 to the RDO, file one copy, and send 
one copy to the Office of Budget and Finance, Department of Agriculture, 
Washington, D. C. This copy should be transmitted with a cover letter on 
which the form number, schedule number and the total amount of the schedule 
are shown. (Any other forms being sent to the Office of Budget and Finance 
the same day may be listed on and mailed with the same cover letter.) An 
extra copy of the letter should be held in the State Office until the end of 
the month at which time it should be sent, together with all others prepared 
during the month, to the Control Accounts and Reports Section, AAA, Washington, 
D. C. 


TRANSFER FROM SPECIAL DEPOSIT TO AN APPROPRIATION. 


When it has been determined that the entire amount of a remittance deposited 
in the special deposit account is due and should be credited to an appropria- 
tion, the adjustment clerk shall proceed as follows; 


A. Preparation of Standard Form 1046, "Schedule of Transfers — Special 
Deposits." 


Prepare an original and 8 copies of form 1046 as follows; 


The Enter the required information in the heading of the form in the 
regular manner. 


a. Beginning with each fiscal year, a new series of schedule 
numbers should be assigned. The schedule number of each form 
1046 should contain the fiscal year and the proper figure 
showing the number which the 1046 is of the series. For ex- 
ample, forms 1046 on which amounts are transferred out of the 
special deposit account during the fiscal year 1941 should 
be numbered 41-1, 41-2, 41-3, etc. 


2. Enter in the first four columns the same data as shown in the 
corresponding columns of the form 1044, on which such refund 
was scheduled for special deposit. 


a. Also enter in the fourth column the symbol and title of 
the special deposit account from which the amount is being 
transferred. This information is needed by all persons who 
must post the charge against the special deposit account. 


b. If the amount being transferred from the special deposit 

account also appears on the register of indebtedness and it 
is indicated that GAO disallowed the payment in connection 
with which the refund became due, or if "GAO disallowance" 
appears on the form 1044 on which the amount was denosited 
to the special deposit account, enter the notation "GAO 
disallowance" in the fourth column of form 1046. 


3. Enter the amount of the refund in the fifth column. 


4, Enter the symbol and title of the appropriate appropriation 
(including the farm payment limitation) in the last column. 
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5, In the space provided for the total of the fifth colum, enter the sum 
of the items in such column. | 


6, Ina conspicuous place on the third copy, stamp the notation "Porward 
to Control Accounts and Reports Section, Agricul tural Aajustnent 
Adninistration, Washington, D. C." , 


7, Enter the title of the certifying officer on the line provided. 


8, The certifying officer must sign the original form. His facsimile - 
signature should be stamped on all copies. 


Completion of ACP-28. 


If the remittance is due because the producer was overpaid under an appli- 
cation for payment, enter the forn nunber of such application in the space 
above "State and County Code No." and enter the State and county code and 
serial number of the application on the lines provided. Also enter the 

D. O. voucher number and the date such voucher was paid. In a con- 
spicuous place beneath "Action Taken" enter the reason for the refund 

and the symbol and title of the appropriation credited on form 1046. 

If the remittance represents an amount due because of an overpayment under 
an agricultural or range conservation, sugar, or any other program with 
respect to which a deduction for administrative expenses Was made on the 
application, the ACP-28 must contain information regarding the adjustment 
to be made in the administrative expense account. This adjustment should 
be determined and expressed on ACP-28 in accordance with section I, para- 
graph H, 6, a. The adjustment clerk shall forward the other copy of ACP-28, 
showing the administrative expense account adjustment, to the Control 
Accounts and Reports Section, Agricul tural Adjustment Administration, 
Washington, D. C. 


Distribution of Forms 1046, 1044 and ACP-28. 


Distribute form 1046 in the same manner in which form 1044 is distributed 
(Refer to section VI, paragraph H, 6, 4, (2) above.) ‘The certificate of 
deposit number shown on the copy returned by RDO shall be entered on ACP-28. 


If an adjustment in the administrative expense account has been made in 
accordance with paragraph B above, one copy of ACP-28 must be forwarded 

to the accountant with the receipted copy of form 1046; one copy of ACP-28 
shall be sent to the Control Accounts and Reports Section, AAA, Washington, 
D. C.; and the remaining copy of ACP-28 and the copy of the memorandum of 
explanation from the county shall be filed with the copy of the application 
for payment in connection with which the producer was overpaid. 


If no adjustment is to be made in the administrative expense account, 


copies of ACP-28 need not be sent to the accountant and the Control Accounts 


and Reports Section. One copy of ACP-28 and the copy of the memorandum of 
explanation from the county shall be filed with the application involved. 
The other 2 copies of ACP-28 may be disposed or. 
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Enter on the copy of form 1044 on which the remittance was scheduled for 


the special deposit account a reference to the form.1046 on which the 


amount was withdrawn, and file the form 1044 tn the form 1044 file. 
(The file copy of form 1046 may be attached to and filed with form 1044 
if desirable. ) 


TRANSFER FROM SPECIAL DEPOSIT PARTLY TO AN APPROPRIATION AND BALANCE TO PAYEE, 
OR TRANSFER OF THE ENTIRE REFUND FROM SPECIAL DEPOSIT TO THE PAYEE. 


When it has been determined that only a part of the amount refunded and depo sited 
in the special deposit account is due an appropriation and that the balance of 
such amount should be returned to the producer, the adjustment clerk shall 
prepare and distribute forms 1046, 1047, 1048, and 1064 in the following manner: 
This procedure is also applicable where all of the amount refunded is to be 
returned to the payee except that form 1046 will not be prepared. 


a, 


Preparation of forn 1046, "Schedule of Transfers — Special Deposits." 
Prepare form 1046 in accordance with Section X, a, but do not enter in the 
fifth column the entire amount of the renittance deposited in the special 
deposit account. Instead, enter the amount which is due the appropriation. 
The schedule number ghall be the next in order in the series started under 
Section X. 


Preparation of forms 1047 and 1048. 
Prepare form 1047 and 2 copies thereof on form 1046 as follows: 


1. The serial number in the upper right-hand corner is equivalent to the 
schedule number of other forms. 


a, Beginning with each fiscal year, a new series of serial numbers 
should be assigned. The serial number should contain the fiscal 
year and. the number which the form being prepared is of the series. 


e, On the first line enter "Agriculture, Agricultural adjustment Adminis- 
tration, Western Division" and on the second line enter the city and 
State in which the State Office is located. 


3, after the words "Appropriation or Fund" enter "Special Deposit" and the 
number thereof. 


4, after the word "To" enter the name of the payee to whom the check is 
to be drawn. 


5, After the word "Address" enter "in care of" followed by the name and 
address of the treasurer of the county association to whom checks are 
sent for delivery. to the payees. 


6, After the word "on" enter "Schedule of Collection No." and the 
schedule number of the form 1044 on which the remittance was scheduled 
for special deposit and the date on which the deposit was made, 
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After the word "for" enter the information shown in the fourth column 
of the form 1044, 3 


On the line "Amount of Deposit" enter the amount refunded by the payee 
and scheduled on the form 1044. 


On the line “Applied . . ." enter the amount owed by the payee and 
listed for transfer to the proper appropriation on form 1046, 


On the line "Balance . . ." enter the balance which is to be returned 
to the payee. 


Under "Remarks" enter a detailed expkanation of the reason for return- 
ing 2 part of the refund to the payee. 


Enter the date on which the form is prepared and the title of the 
certifying officer who must sign the original. 


Preparation of form 1064, "Schedule of Disbursements." 


The amount to be returned to the payee must be scheduled on form 1064, 
which shall be prepared in sextuple @s follows: 


ie 


Fill in the heading of the form as indicated. 


a, Beginning with each fiscal year, a new series of bureau schedule 
numbers should be assigned. Thig number on each form should show 
the fiscal year and the number which the form being prepared is 
Of the séricgs. 


Enter the serial number of form 1047 in the column entitled "Bureau 
or Office Voucher No." 


Enter the name of the payee in the column entitled "Payee." 


Enter "Special Deposit" and the number of the special deposit account 
in the column entitled "Symbol of Appropriation or Fund." 


Enter the amount to be returned to the payee, as indicated on forn 
1047, in the column entitled "Amount". 


In a conspicuous place on the third copy stamp the notation "Forward 
to Control Accounts and Reports Section, Agricultural Adjustment Ad- 
ninistration, Washington, D. C." 


Enter the title of the certifying officer on the line provided. 


The certifying officer nust sign the original. His facsimile signa- 
ture should be entered on all copies. 
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D. Distribution ot fortis, 


The forms 1044, 1046, 1047, 1048, and 1064 shall be distributed as follows: 


1. Form 1044, 1046 and ACP-28, 
Forn 1044, form 1046 and three copies of each form aCP-28 representing 
a renittance scheduled thereon, shall be distributed in the manner 
outlined in section X, paragraph C, 


&. Forns 1047-1048, 
a. Form 1047 and one copy of form 1048 shall be forwarded to the 
RDO, The RDO will retain the form 1047 and will forward the forn 
1048 to the treasurer of the proper county association with the 
check in order that the county office and the payee nay know the 
purpose of the check, 


b. The renaining form 1048 will ‘be retained by the adjustment clerk 
(see paragraph 3, d, below). 


eee 


a, Forward the original and 2 copies (including the copy marked for 
the Control Accounts and Reports Section, AAA) to the RDO. One 
copy will be returned to the State Office after appropriate action 
hag been taken. 


- db. Transmit one-eopy’ to the accountant. 


c. The remaining copy will be retained by the adjustment clerk until 
the copy is returned by~-the RDO. 


d, After the receipt of the copy from the RDO the adjustment clerk 
shall make the necegsary notation on the pending file copy. ‘The 
copy returned by the RDO, together with form 1048 shall be trans- 
mitted to the accountant. The remaining copy of 1064 shall be 
filed by the adjustment clerk. 


XII. ADJUSTMENT CASES ~- PAYMENT UNDER. ORIGINAL APPLICATION LESS THAN AMOUNT DUB. 


Adjustment cages are those resulting from erroneously executed or computed 
original~applications which have been certified by the State-Office, approved 
by Rreaudit, and paid by RDO. Sections XII, XIII, and XIV all contain pro- 
cedure for the handling of adjustment cases, but each section deals with a 
different type of case. 


The adjustment clerk shall follow the procedure in this Section XII in each 
cage where (1) the original application ig filed by only one applicant and the 
payment made igs less than the amount due, or (2) the original application ig 
filed by two or more persons and the payment made to at least one of such 
persons is less than the amount due and none of such persons was overpaid. 


A. 


Error in basic data on origina 


oot RO eos 


aaah 


1 application. 


ee dee 


cause of tho fact that his original application was executed in 
orror, rust file an adjustment application and o qritten statenent 
(in duplicste) explaining how the orror occurred and requesting that 
tho additional anount duc be paid (the actual anount neood not be 
shown). Both the adjustnont application and the statenent must be 
signed by the applicant who is asking for the ndditionel anount and 
approved by a county corruittceman. Where all or port of the ad- 
ditional poynents due an applicant will actually be paid to such 
applicant's assignee, the adjustment applicntion and statement must 
be signed by the applicant. The assigneo's signoture is not re- 
quircd. 


Any applicant, who wishes to securo an ndditional payment due be- 


If the originol application was filed in connection with the range, 
price adjustnent, or other progroan with respect to which he appli- 
cation for paynent is signed by 211 porsons interested in the farn 
er" rench,” onlyeine person/s to whom an additionel cmount is due need 
sign the adjustment application. The signature of any person, whose 
payment is not affected, is desirable bu not necessarye 


Where the farm payment is computed on a computation sheet (WR-310, 
etc.) an adjustmont computation shoot mist also be filed. 


Examination and computation of payment. on computation sheet, where 
“aaa! occa | aac i lacene i bevel) oon ik aad 


cu 
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Where a computation shect is uscd in connection with the progran, 
deternine thet cach erroncous ontry on the original conputation 
sheet has been correctod on tho adjustment computation sheet and 
explained in the statoment. All other data on the original and ad- 
justnent computation shoots rust be the same. The computation sheot 
nunber of the adjustment computation sheet must be the sane as that 
of tho original followed by “Adj. The adjustment clork shall 
detormine the paynent duc cach person inter 

shall return the copy to the county. The Prenaudit Offico copyras 
the adjustment computation sheet may bo held in the State Office 

d 


w noe | linip oad 
rosted'iin the farm aia 


Exanination of adjustment application. 
Upon receipt of the adjustment application and statenent, the 
adjustment clerk shall check the adjustnent application against the 
copy of tho original*on filo in’the State Office.” The sscrims 

nunber of the adjustnent application must bo tho samc as that. 
original followed by "Adj." Hach entry on the original application 
wiich, according to the statonont of cxplanntion, is in error ages 
have boon corrected on the adjustment application. All othor Gntries 
on the adjustnent application, including the anount/s assigned, and 
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any amount set off, must agree with those on the original. If the 
error on the original application has not beon completcly or sat- 
isfactorily oxplained, tho adjustment clerk shall conduct suf- 
ficient correspondence with the county to secure the needed 
information. Where the error was made by the county office, this 
act must be included in the statement signed by the county commit- 
teoman. Where 2 computation shect is used in connection with the 
progran, oll basic data on the adjustmont application nust be the 
same as that on the adjustncont computation sheet. 


Aipeypanss applicant, who filed an original multiple-farn application 
including 2 deduction farm, thorenftor files an adjustment appli- 
ention on which data rogarding the deduction fomare omitted, such 
applicant must also submit ovidence showing thot the original was 
actually in crror. Such ovidonce must show that tho applicant did 
not share in any of the crops or practices on the deduction farm. 
The type of evidence necded will vary with cach case, and cach case 
shall be decided on its individual merits, For oxample, if the 
original application or other records on file at the time the orig- 
inal was filed showed that the applicant was the omer of the de- 
duction farm, the applicant may submit a statement from the office 
of the county clerk showing the name of the ommer of record at tha 
time. Thon the applicant may also sccure 2 statoment from the owner 
of record to tho offect -that the applicant had no sharo in the erope 
or practices produced during the program year in question on the 
deduction farn. » iin ithe vont that the orror was nate by the eouaaas 
a conplete statonent of explanation must be submitted. The sup- 
porting statenents shnll be forwarded along with the adjustnont 
application,-to the Preaudit Officc. 


Conputot 


ete a I ed 


fle 
oO 
B 
e) 
Fiy 
3 
~ 
Ls) 
fF 
er 
ae 
n 
a 
G 
oO 
@) 
5 
cr 
ts 
O 
ion 
ae 
wv 
Fe 
wu 
3) 
rh 
ct 
Pa 
O 
ei 
ary 
Cu. 
re 
ip) 
ue 
a 
(@) 
5 
(SiR 


ae Applicant, requesting additional paynent, not indebdtod to United 
A 9 Q. S 9 


states. 


fter detornining that the adjustment application has been 
preperiv.oxecupod,, and the error on the original satistactanue 
es 
c 


explained, the acjustnent clerk shall compute and entor, in 
accordance with cxisting procedure, the payment duc cach appli- 
cant ond/or assignee on the basis ef the adjustment application. 
The amount computed on the adjustment application for any person 
who received a paynent under the original application and for 
any scetoff made on the original application shall be oncireled. 
Likewise, the anount due an applicant or such applicant's 
assienso) sholl: be oncireled if«such applicant fallod to sign 

the adjustnent application od statenent requesting the ad- 
ditional anount. 


Immediately below the encircled entry representing the amount due 
an applicant or assignee who received a paynent under the orig- 
inal application in an amount less than that computed on the 


we es 


adjustnont application, onter Cae ehe applicant signed the 
adjustment application) the amount paid to such person under the 
original application. Idontify such amount by the notation 


‘Less payment to under original application, check 
Noe dated. D. O. voucher No. , paid under 
’ 3 — ed 


ite tot " ontoring tho namo of the applicant or assignee 
and other appropriate information in the blank spaces. Where 
the nance of on assignec 3s onterod in the first blank, also 
ontor the word "assignoc." Subtract tho amount paid under the 
original opplicetion from the oneircled paynent corputed on the 
adjustnent application and ontor the result below. This result * 
is tho additional paymont duc the a nlicant or assignec, For the 
convenience of the scheduling and voucher wmiit, tho additional 
naynent due the applicant or assisnee should also be enterod in 7 
the space provided on the applicction (beside the encircled 
entry nade in accordance with the first paracrnaph of this sub- 
paragraph oa). Tho additional payment due an applicant or such 
applicant's assignee shall not be conputed if the applicant 
failed to sigm the adjustnent application. 


In the cvont that there is not sufficicont space on the appli- 
ention to entor innedintoly below the encircled paynent tho 
anount and identification of the payment under the original 
application and the additional payment duc, these ontrics nay be 
nade conspicuously in another space on the application or on 
another shoet of paper which shall be attached socurcly to such 


application. 


Applicant, requesting additional pa mont, indebted to United 
States. 


© 


(1) If the applicant has not executed an assigmnont, cormpute 
the paynont on the adjustment application, identify and 
deduct the paynent made under the original application 
and determine the additional payment due in accordance with 
sub-paragraph a above, but do not enter this amount in the 
space provided on the application for the payment to the 
applicant. Beneath the anount representing the additional § 
payment, enter, in accordance with WD-7, tho amount to be 
sot off, All othor forms necessary for the set-off shall 


be prepared and distributed in accordance with WD-7. The * 
anount ronnining for the applicant after tho seteoff is 
deductod will be cnterod in the space provided on the appli- 
cation. 

(2) If. tho indebted applicant has oxocuted an assignment, 
compute in accordance with existing procedure all anounts 
up to and including the "payment less association expenses." 


a 
° 
Then if the set-off takes prio 
on additional payment is duc t 
lowing statonent, with appropriate infornit 
spaces, on 2 sheet of paper and attach it s 


Lb 
rity over the ass 
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on in the blank 
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to the adjustment application: 


-*: Payment less association cxpenses on 
7 adjustment application ......... Wiel ee ree 

‘Payment less association expenses on 
original application ....scssececcceeceeee 


-Additional amount due under adjust- 
mont application .....ceeseessecssscees os eae 
Set-off for eereeoereeveeeoe@ $ 


— nnn 


Balance remaining ...... ae PI kere Wd oi ote Mee 


Payment for » assignee 
(smallor of above balance or $ 
assignnent less $ paid to such 
assignee under original application, 
check No. , Dated : 
D. 0. voucher No. » paid under 


date of Siete cor, Be eet ead ee 
Payment for », applicant ......-- ec \ 


(If the assignec's payment under the original application 
was less than the amount assigned and romaining unpaid, no 
payment will have been made to the applicant under such 
application. Therefore, there is no previous paynent to 
the applicant to identify.) 


Whore a partial sot-off was made on the original appli- 
cation, the amount to be entered on the fourth line of the 
above statement shall not exceed the balance due the United 
Statos. The file copy of the original application, which 
is transnitted to Preaudit in accordance with paragraph 6 
below, will show the anount previously sect off. 


Where the sct-off takes priority over the assignment but 
the assignee was paid in full under the original appli- 
cation, the following statements, showing tho propor 
information in the blank spaces, shall be prepared and 
attached to the application. Although the assignee is not 
entitled to any payment under the adjustment application, 
the statonent must show that he was paid in full under the 
original application and include the check number, date of 
‘the check, tho D. 0. voucher number of the payment to the 
assignee and the date such voucher was paid. If the ap- 
plicant did not receive a payment under the original ap- 
plication, the last parenthetical statement will be onitted. 


eee 


Payment less association expenses on 
adjustment application ......-+-eeeees 2 

Payment less association expenses on 
original application ......--+++++eees $ 


Additional amount due under adjust- 


ment application .....0<s:e-cs+++-e=* $ 
Set-off for erry 
Balance remaining ......... a eee Ara 
Payment for _» assignee 


(entire amount paid to such assignee 

under original application, check No. 
, dated pew voucher Ne. 

paid under date of Se bee 


3 


Payment for , applicant ... $ 


($ paid to , applicant under 
original application, check No. : 
dated , De Op sroucher=ho. | , 
paid under date of >) 


Where the assignment takes priority over the set-off, use 
one of the above statements (depending upon tne circum- 
stances) but enter the payment for the assignee in place 
of the set-off and enter the set-off beneath the "balance 
remaining, "! 


Enter the set-off, the payment for the assignee and the 
payment for the applicant in the spaces provided on the 
application, All forms necessary for the set-off shall 
be prepared and distributed in accordance with WD-7, 


Certification of additional payment/ s due. 


The additional amount computed and entered on the application for 
each applicant and assignee shall be scheduled for payment on the 
appropriate public voucher, continuation sheet, and schedule of 
disbursements, in accordance with existing procedure. Any amount 
being set off shall be scheduled in accordance with WD-7. 


Distribution of forms. 

The original of the adjustment application, computation sheet where 
applicable, applicant's request and county committee's approval, 
together with any other pertinent information submitted by the 
applicant and/or county committee, the State Office file copy of the 
original application (with the D. 0. voucher number and the date 
such application was paid entered thereon), the regular number of 
copies of the continuation sheet, public voucher, schedule of dis- 
bursements, and any forms prepared for the purpose of making a set-— 
off shall be transmitted to Preaudit in the regular manner. The 
regular number of copies will be kept in the State Office and filed 
or distributed in accordance with existing procedure. 


3. 


way 
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In the event that the U. §. Treasury check issued to the person 
underpaid in connection with the original application was returned 
and is in possession of the RDO or GAO, such check may be forwarded 
to the payee in accordance with the procedure.in Section Lit OF 
this WD-14. 4 


B. Error in State Office. 


l. 
or 
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rt 
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When, ag the result of 2 State Office error (in computation, 
scheduling, etc.) the payment made to the applicant under his 
original application is less than the amount due, such applicant 
must, if he wishes to secure the additional amount, file a written 
request for it. The request, which may be in letter form, must 
contain a reference to the program and year with respect to which 
the additional amount is being requested. It should have been 
submitted in duplicate, but if it was not, a copy shall be made 


for the State Office files. It is not necessary that the request 


be approved by a county comitteenan, The amount due need not be 
shown. ; 


In the event that, as the result of a State Office error, the amount 
paid to an assignee under an original application is less than the 
amount due, the request for the additional amount must be signed by 
the applicant who assigned his payment in favor of the assignee. 

The assignee himself need not sign the request for the additional 
amount which ig to be paid to hin. 


Stee ca i anne tar rs are econ fame Rh eee er meme ee emer | mining) pee sileemsiomeh. omen SR TI 


Upon receipt of the applicant's request, the adjustment clerk shall 
prepare a dummy application, entering thereon all basic data which 
wag on the original. The serial number shall be the same as that on 
the original application followed by "Adj." 


Where a computation sheet (WR-410, etc.) is used in connection with 
the program with respect to which the application was filed, the: 
adjustment clerk shall determine whether the State Office made an 
error on this sheet also. If so, he shall prepare a dummy compu- 


‘tation sheet entering thereon all basic data which appears on the 


original and computing the correct paynent/s earned on the farm. 
The computation sheet number of the dumny computation sheet shall 
be the same as that on the original followed by "Adj." 
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After preparing the dummy application the adjustment clerk shall 


determine and enter the additional amount/s due in accordance with 


subparagraph A, 4 of this Section X11. 


REL, 
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The adjustment clerk shall also prepare for the signature of the 
certifying officer a memorandum addressed to the Preaudit Office 
which shall contain a complete expkhanation of the State Office 
error which is being corrected by the submission of the dummy 
application. 
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The additional amount computed and entered on the application for 
each applicant and assignee shall be scheduled for payment on the 
appropriate public voucher, continuation sheet, and schedule of 
disbursements in accordance with procedure provided in connection 
with the program involved, Any amount being set off shall be ~~ 
scheduled in accordance with WD-7. 


6, Distribution of forms. 

The original of the dummy application, computation sheet where appl 
cable, applicant's request, memorandum for the Preaudit Office, the 
State Office file copy of the original application (with the D, 7G; 
voucher number and the date such application was paid entered there- 
on), and the regular number of copies of the continuation sheet, 
public voucher, schedule of disbursements, and any forms prepared 
for the purpose of making a set-off ghall be transmitted to Preaudit 
in the regular manner,. ‘The regular number of copies will be kept 
in the State Office and filed or distributed in accordance with 
existing procedure. 
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In the event that the U. S. Treasury check issued to the person 
underpaid in connection with the original application was returned 
and is in possession of the RDO or GAO, such check nay be forwarded 
to the payee in accordance with the procedure in section tilly me 
this WD-14. 


ADJUSTMENT CASES -- PAYMENT UNDER ORIGINAL APPLICATION GREATER THAN AMOUNT DUR, 


Adjustment cases are those resulting from erroneously executed or computed 
original applications which have been certified by the State Office, approved 
by Preaudit, and paid by RDO, Sections XII, XIII, and XIV all contain pro- 
cedure for the handling of adjustment cases, but each section deals with a 
different type of case. 


The adjustment clerk shall follow the procedure in this section Al1I in each 
cage where (1) the original application is filed by only one applicant and 
the payment issued to such applicant or to his assignee/s, if any, or a set- 
off under such application is greater than the amount due, no person having 
been underpaid, or (2) the original application is filed by two or more per~ 
sons and the payment made to at least one of such persons or his assignee, 


fe oe 
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if any, is greater than the amount due and one of such persons was underpaid, 
provided, however, that the check issued under the original application to 
the persons overpaid has not been covered into the outstanding liabilities 
account by the General Accounting Office in Washington. 


A. Error in basic data on original application. 


1. Requests for investigation of error and return of check. 
Immediately upon receipt of any information indicating that a 
producer or hig assignee has been overpaid under an application for 
payment, the adjustment clerk shall prepare a letter addressed to 
the county committee, outlining the information received in the 
State Office, the source of such information, the name of each person 
supposedly overpaid and the alleged error/s on the original appli- 
cation which resulted in the overpayment, and requesting that a com- 
plete and thorough investigation be made promptly. The purpose of 
the county committee's investigation shall be twofold: First, to 
determine whether the basic data on the original application are 
actually in error and, if so, to determine how the error occurred; 
and second, to report the results of the investigation to the 
State Office. 


The letter shall be signed and forwarded to the county without delay. 


Wherever it is believed necessary, the State Committee and county 
committee may ask the Regional Director for permission to secure the 
services of the State or regional office of the Field Investigation 
Section, Division of Marketing and Marketing Agreements, AAA, or any 
other USDA agency which may be designated for investigation purposes. 


The adjustment clerk shall also request the county treasurer to reée= 
turn to the RDO the check issued to any person who was overpaid if 
such check has not been delivered to the payee or, if such check has 
been delivered, to return (until further notice) any other check 
which he may receive for such person in connection with any other 
program. a4 
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The adjustment clerk shall examine the county committee's report as 
goon as it is received in the State Office. If the report shows that 
an overpayment wag made under the original application, an adjustment 
application and computation sheet, where applicable, must have been 
submitted. The adjustment clerk shall check each such form against 
“the State Office copy of the original. The serial number of the 
adjustment application or computation sheet mist be the same as that 
of the original followed by "Adj." All erroneous data on the original 
must have been corrected on the adjustment. All other entries on the 
adjustment computation sheet or application, including the anount/'s 
assigned, must agree with those on the original form. The adjustment 
application must have. been signed by a committeeman. The signature 
of the overpaid producer, or the producer whose assignee was overpaid, 


EO) 


ig desirable but not necessary. Such producer may have executed a 
statenent instead of signing the adjustnent application, but even the 
statenent is not required. ale 


The county committee's report must show how the error occurred. If 
the error was made by the county office and the applicant was in no 
way at fault, the report must include a statement to that effect. The 
report must also show what disposition was made of the check/s issued 
under the original application. A411 forms and statements should have 


been submitted in duplicate. 
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The adjustment clerk shall compute the paynent/s on the adjustment 
application and computation sheet, where applicable, in accordance 
with the regular audit procedure issued in connection with the pro- 
gran. If an assignment appeared on the original application, the same 
assignment must be shown on the adjustment application and a paynent 
conputed for the assignee (even though the assignee was paid in whole 
or in part under the original application). If a set-off was made 

on the original application, the sane set-off nust be shown on the 
adjustnent application even though such set-off was properly accomp- 
lished. Each such payment or set-off shall be encircled. (Any 
erroneous set-off which has been corrected will not be shown. ) 

& 
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The adjustment clerk shall determine, in accordance with the applies: . 
cable paragraph below, the amount by which each person was overpaid 

and shall enter the person's name and such anount on the adjustment 
application or on a sheet of paper which must be attached to-the 
adjustment application. Unless the U. 5. Treasury check issued to 

the person overpaid has been returned or the proper amount refunded, 

the amount of each overpayment shall also be set up on the register 

of indebtedness inmediately and the debtor shall be asked to refund 

such amount. (If the check has been returned or the proper anount “ 
refunded, see paragraph 5 below.) 


a, If there was no set-off and no assignment, determine the anount / 
by which each applicant was overpaid by subtracting the paynent 
conputed for such applicant on the adjustment application fron 
the anount paid to him under the original application. 


Exanple:. 


Paynents under an original application were made as follows: 


Lester Donaldson é. ekieclesle dese a eeel aoeue 


Milo Davies: & « .feslelae winter ates 50.00 
The paynents computed on the adjustment application were —— 
Lester Donaldson... .2% sdb Ph opwipete 75,00 


Milo Davies eovevoerevre7evec eves eeeeee ee 25,00. 
Ag the result, Lester Donaldson was overpaid $75.00 and 
Milo Davies was overpaid $25.00 
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If there was a set-off but no assignment, determine in accordance 
with a above, the overpayment to any applicant against whose payment 
no set-off was made. Determine the overpayment to the person 
against whose payment the set-off was made and the amount of the 
excess set-off, if any, as follows; 


(1) 


(2) 


Where the amount set off is equal to or less than the "payment 
less association expenses" (or the payment, on a price adjustment 
or other application where association expenses are not deducted) 
Computed for the applicant on the adjustment application, the 
amount by which the applicant was overpaid will be the result 
obtained by subtracting the payment minus the set-off computed 
on the adjustment application from the payment minus the set-off 
Computed on the original application. 


Example; 
Payments under original application were as follows; 


Payments less association expenses for Howard 

Mavs soma Co eae At, Re it Al aaa. Jinle'd o:diidie eee Done 
SOLO Ul Pera ee ee ae Lig tls eee eS he Fave s/s) 6: Ome 
Actual amount paid to Howard Mays «seeesesseees 8750 


The payments computed on the adjustment application 
were -—— 


Payment less association expenses for Howard 

MAYO batsline esis Ae giles Pi teas ss LL Omeen 

Set-off .......-. ren tt pilin 466 s.n'e/0.6 « Sieis.e)) mene 
Actual payment for Howard MayS «...ss.ereseeece 60.00 


Accordingly, Howard Mays was overpaid in the amount of 
$27.50 ($87.50 less $60.00). 


Where the amount set off is greater than the "payment less 
association expenses! (or the payment, on a price adjustment 

or other application where association expenses are not 
deducted) computed for the applicant on the adjustment appli- 
cation, the emount by which the applicant was overpaid will 

be the result obtained by subtracting the "payment less associ- 
ation expenses" (or payment on a price adjustment or other 
application where thé association expenses are not deducted) com- 
puted for the applicant on the adjustment application from 

that computed for such applicant on the original application. 
The overpayment thus computed will be the sum of the amount 


‘actually paid to the applicant and the amount of the excess 


set-off; and, although the applicant will be requested to refund 
the entire amount of the overpayment, the excess set-off will be 
recovered, if possible, in accordance with the procedure in Sec- 
tion VII of WD-7. If the excess set-off is recovered and 
deposited to the appropriation charged with the payment 

made under the application, two items shall be 


Meee an ee. 
entered on the register of indebtedness for the applicant. One 
will be the oxcess set-off, the amount of which will be shown as 
owing to the appropriation ercdited with such set-off or to the 
governnental agency (other than the AAA) in whose favor the set- 
off was made. The other will be the anount actually paid to the 
applicant under his original application and the appropriation to 
be credited will be the appropriation chargec with the payment 
nade under such application. 


In the event that the excess set-off cannot be recovered, only 

one item shall be entered for the applicant on the register. 

This amount shall be the full overpayment and shall be shown as 
owing to the appropriation charged with the paynent made under the 
original application. 

Examples 


Paynents under original application were as follows: 


Payment less association expenses for Wilbur Ray .. $137.50 


Sct-off @eecreveereeeeeeeree27e2998 eerecereerse@ eeceseee 120.00 
Actual anount paid to Wilbur Ray ....----+-eeeeee> . & Ise 


The payments computed on the adjustnont application were —= 


Paynent less association expenses for Wilbur Ray .- $110.00 
Set-off PST CIO OC OOO ROC) OO OC OOO OA SS e LLOZOe 
Actual payment for Wilbur Ray ..-.esecesereree ees -. 0 


Accordingly, Wilbur Ray actually received $17.50 when he should 

. have received nothing, and the set-off was $10.00 in excess of 
the anount waich should have been set off, Therefore, Wilbur Ray 
rust be asked to refund $27.50 -- the sum of the anount paid to 
hin and tho oxcess amount credited against his indebtedness. ai 
possible the $10.00 excess sct-off should be recovered in accord= 
ance with WD-7, 


If the excess sct-off is recovered and deposited to the appro- 
priation charged with the paynent under the application enter on 
the register of indebtedness $10.00 as owing to the appro- 
priation credited with the set-off or: to the governmental agency 
in whose favor the set-off was made and fron whom the anount was 
recovered, and enter $17.50 as owing to the appropriation 
charged with this amount which was paid under the original 
application. 


If the set-off cannot be recovered, enter $27.50 on the register 
as owing to the appropriation charged with thé paynent made under 
the original application. 


Ceo 
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If payment was made to an assignee but there was no sot-off, the over- 
_paynent to the applicant ant the assignee shall be determined in the 


“manner outlined below. (The overpaynont to any applicant who did not 


assign i paynent shall bo dotormined in accordance with paragraph 
_a above. , 


(1) 


(2) 


Whore tho anount assigned and remaining unpaid was reported 
corroctly on the original application and the amount paid to the 
assignee under such application (other than a multiple fam 
application in connection with which two or more assignnents wore 
filod) is cqual to or less than the "paymont less association 
oxpenses" computed on tho adjustment application for the appli- 
cant whose payment was assigned, the assignee will not have beon 
overpaid. The anount by which the applicant was overpaid will be 
the result obtained by subtracting the payment corputed for hin 
on the adjustment application fron that made to hin under the 
original application. Sinec the assignee was not overpaid, he 
rast not be asked to nake a refund and his nano nust not be placed 
on the register of indobtedness. 


Example: 


The following payments were computed and made under the 
original applications 


Paynent less as 
Farmers Bank, a Es 
John Murdock eereeoersreseoeoeeeseeerveree e290 8280288@ $280.00 


ociation OXPONSCS eecereece $380.00 
signoe..($100 assiennent).. _100.00 


a 
=) 
a 
© q 


Paynents computed on the adjustment application were — 


Payment less association eXpenscS e---.-ceee $285.00 
Farnors Bank, assignee ($100 assignment)... 100.00 


ts at 


SOM UrdOC ree sete ecctecceeccrsee Plovee 
As a rosult, John Murdock was overpaid in the anount of $95.00. 


Where the anount paid to the assignee under the original appli- 
cation (other than a multiple farm application in connection 
with which two or nore assignments wore filod) is greater than 
the anount computed for him on tho acjustment application, the 
overpaynent for such assignee shall be the anount by which his 
paynent under the original application exceeds that computed for 
hin on the adjustmont application. The amount by which the 
applicant was ovorpaid will be the rosult detormined by Subes 
tracting the payment computed for hin on the adjustnent appli- 
cation from that on the originol; however, the applicant shall 
be charged with tho sum of his owm and his-assignco's over- 
paynents (or the anount by which the payment less association 
expenses.on the original application oxcceds that on the 
adjustment application). 


— —S 


ved SEE pea 


The anount of the assigncc's overpayment shall be set up on the 
rogistor of indcbtedness, but the card shall contain a cross 
roference to the applicant's name and card. The full anount 

of the overpaynent shall be sct up as an indebtedness against 

the applicant on the register of indebtedness, but a cross 
reference to the assignee's record of indebtedness shall be 
entered on the applicant's card. The assignee shall be requested 
to refund the amount by which he was ovorpaid, and the applicant 


shall be requested to refund the full amount of the overpaynent 


to both hinself and his assignee. In no event will the assignee 
be required to refund any amount in excess of his own overpaynent. 


If recovery is made from the assignee, the proper change shall 
be made in both the assignee's and the applicant's record of 


indebtedness, and the applicant should be notified accordingly. 


If recovery of the full anount is made from the applicant (no 
anount having been recovered from the assignee), both the appli- 
cant's and the assignee's debts shall be removed from the 
register and the assignee shall be notified that a refund is no 
longer necded because the proper amount has been recovered fron 
the applicant. In the event that the applicant returns an 
anount which is in excess of the amount he received under the 
original application but less than the full overpayment, the 
entries for both the applicant and the assignee on the debt 
register will be reduced, but neither nane shall be removed fron 
the register until the full overpaynent has been recovered. The 
applicont's indebtedness shall be:reduced by the amount he re= 
funds, and the assignee's indobtcdness shall be reduced by an 
anount equal to the difference between the amount paid to the 
applicant under the original application and the amount refunded 
by the applicant. Even though the applicant's refund is equal to 
or, greater than the overpayment to the assignee, the assignee'’s 
indebtedness should not be considered: liquidated because he is 
responsible for.the return of his own overpayment and is relieved 
of this responsibility only when such amount is recovered fron 
him or when the full overpayment is recovered from the applicant. 
An assignee necd not be notified when his indebtedness has been 
partially liquidated. 


If eithor the applicant or the assignee refunds an amount in 

excess of the amount due, the refund shall be deposited to the 

Special Deposit account from which the proper amount will be 

withdrawn and deposited to the appropriation and the balance 

aie a to the renitter in accordance with Section XI of this 
jm 14, 


Example No. 1 


The following payments were commuted and made under the 
original applications 


Paynont Less association 6xponses <.....5 5 Pe +1310 P50\0) 
Farmers Bank, assignee .. ($300 assignment) .. _300.00 
George Poters @eeseceoseovoevvenve2 eee eeeee72782272798089208 $ 80.00 


TRIE 


Payments computed on the adjustment application were -- 


Payment less association expenses . wee eeesseaeeaes $285.00 
Farners Bank, assignee .. ($300 assignment) ...... 285,00 
George Peters .....+- Bae Ny ait TE LEE MN rely ll elie tene tals Q 


As the result, the assignee was overpaid $15.00, The applicant, 
who ig charged with the full amount (the amount by which he was 
overpaid plus the amount by which his assignee was overpaid), was 
overpaid $95.00. } 


Example No. 2. 
The following payments were computed and made under the original 


application on which the anount aAgsigned and remaining unpaid was 
reported incorrectly: ots 


Paynent less association expenses Pee ude cee $55.00 
Farners Bank, assignee ($60 assignment) ...-....-. 60,00 
Harold Hughes eevvevovee7 vee ee #eeee O50: Ck MEO OT dat dase og Sg $35.00 


Payments computed on the adjustment application were -- 


Paynent less association expenses Dears Tie sheteets LT ae 
Farners Bank, assignee ($50 assignment) .....++--- 50.00 
HATO LOB UEG A Mews vale ee area's «alone LE Re ara Mpeg Pee as 24,00 


As the result, the assignee was overpaid $10. The applicant 
who is charged with the full overpaynent was overpaid $21.00, 


(3) In connection with a multiple farm agricultural conservation appli- 
cation with respect to which the applicant filed two or more 
assignments, the overpayment to each assignee will be the result 
obtained by subtracting the payment computed for the assigmee on 
the adjustment application from the anount paid to such assignee 
under the original application. If the payment computed for the 
Applicant on the adjustment application is equal to or less than 
the amount paid to hin wnier the original application, his over- 
paynent will be determined by subtracting the "yaynent less asso- 
ciation expenses" computed on the adjustment application fron that 
computed on the original application, gince the applicant's 
overpaynent is the sum of the excess amount paid to hin and the 
anount by which each assignee was overpaid. 


The proper amount will be set up for each overpaid agsignee on 
the register of indebtedness, and the full amount of the over- 
payment ghall be set wp on the register as an amount oWing by 
the applicant. Each assignee's card shall contain a reference 

' to the applicant's card, and the applicant's card shall contain 
a reference to each assignee's card. Hach overpaid assigee 


“ae 


shall be requested to refund the amount of his overpayment. 

The applicant shall be asked to refund the full overpayment. 

Any agsignee who was not overpaid must not be asked for a refund 
and his name shall not be entered on the register of indebtedness. 
If, prior to recovery from any assignee, the applicant refunds the 
full amount of the overpayment or files another application for 
payment against which the full overpayment can be deducted, the 
assignees who were asked to make refunds will be notified that 

the amounts requested from them are no longer due. Where recovery 
of a part of the overpayment is made from the applicant, the 
Assignees will not be notified, even though the amount recovered 
from the applicant is sufficient to reduce the total amount due 
from the agsignees. 


Irrespective of the fact that recovery may have been made from 
the applicant in an amount sufficient to reduce the amount due 
from the assignees, each assignee is responsible for the return 
of the amount by which he was overpaid. Therefore, until such 
time as the total overpayment made to all persons is recovered, 
a refund from any overpaid assignee will be accepted or a set- 
off against the payment due under an application filed by any 
overpaid assignee will be made. The amount of such refund or set- 
off to be deposited to the appropriation from which the over- 
payment was made shall not exceed the amount by which the 
assignee was overpaid. 


In order to protect the interests of the Government, recovery 

of the overpayment must be made at the first opportunity; provided, 
however, that recovery from any assignee must not exceed the 
amount by which such assignee was overpaid. If in any case, tHe 
amount refunded by an assignee exceeds the amount needed to 
liquidate the overpayment, the full amount refunded will be 
deposited to the Special Deposit account and thereafter the re- 
quired amount will be withdrawn and deposited to the proper 
appropriation and the balance returned to the assignee. 
Likewise, where recovery is made from an assignee and thereafter 
the applicant refunds an amount in excess of the amount needed, 
the applicant's refund will be deposited to the Special Deposit 
account, the proper amount withdrawn and deposited to the 
appropriation and the balance returned to. the applicant. 


Example: 


Payments under an original multiple-farm application were as 
follows: 


Payment less association Expenses ...++...--- $340.00 
Farmers Bank, assignee ($40 assignment) ..... 40.00 
Berry Seed Company, assignee ($100 assign- 

ment) gaan ateve peated le ow 400 1 4 es gis Nereus ota 100,00 
Blue Oil Company, assignee ($100 assignment). 100.00 
Henry JONES) «sis pis els eewie-alnin ovens pig) Sia a Vee ee aieaeay, eas 


ey 


The payments computed on the adjustment multiple- 
farm application were -- 


Payments less association expenses .....+e.e+++ $140.00 
Farmers Bank, assignee ($40 assignment) ....... 40.00 
Berry Seed Company ($100 agsignment) .......... 50.00 
Blue Oil Company ($100 assignment) ........+0-- 50.00 
PeMiToU OMe GMS Ga eeib a Leaks si< c'eéiete.y ee S)a dino ays are'e & 0 


As the result, the Berry Seed Company was overpaid $50, the Blue 
Oil Company was overpaid $50, and Henry Jones was overpaid $200 
(the amount he received under the original application plus the 
overpayments to the two assignees). The applicant and the two 
assignees shall be requested to refund these amounts. If, however, 


before any amount ig received from the assignees, Henry Jones 
files an application against which a set-off in the amount of $150 


can be made, or refunds $150, the full $150 will be deposited to 


the proper appropriation. When this is done the total anount still 
to be recovered is $50. (This amount will appear on the register 
of indebtedness: in three places ~-- the applicant's card, the Berry 
Seed Company's mrd and the Biue Oil Company's card.) Then, if the 
Berry Seed Conpany refuncs $50 or files an application for payment 
against which $50 can be deducted, such anount will be deposited to 
the appropriation and the Blue 011 Company will be advised that 

a refund from them igs no longer needed. If recovery from the 
Berry Seed Company had been in an amount less than the amount 
needed ($50), the Blue Oil Company would not have been notified 
that any amount had been recovered; and any amount not in excess 

of $50 and not in excess of the amount needed to liquidate the 
overpayment, recovered from the Blue Oil Company would also be 
deposited to the proper appropriation. 


d. If there was both a payment to an assignee and a set-off, the amounts 
overpaid shall be determined as follows: 


(1) 


Where the payments computed for the assignee and for the set-ott 
on the adjustment application are the same as such payments on 
the original application (i.e., the payment less association 
expenses on the adjustment application is sufficient to cover 
the amount set off and the amount paid to the assignee), the 
overpayment to the applicant will be the result obtained by 
subtracting the payment computed for the applicant on the 
adjustment application from that on the original application. 
This result will be the same ag that determined by subtracting 
the "payment less association expenses" on the adjustment 
application from that on the original. 


BEY. 2 


Example: 


Payments under an original application were as follows: 


Paynent less cae ea expenses for 


“Herbert Spencer *). 62 cdf. 0 foh of GARR ca Wed aides ins 0, 
Set-off ($50 ieacveeanane) 6 cic ale 6g Ile GIG eee 50.00 
Farmers Bank, assignee ($100 aga come ae 5) LOO moe 
Herbert Spencer ......«... ELIT ARS tay ete it ane 


The payments computed on the adjustment application were ~~ 


Payment less association expenses for” 


Herbert Spencer ....csssecescessssress Rd 6 a moc $380. 00 
Set-off ($50 indebtedness) ..sessecsersnvvevce Jie SO2e 
Farmers Bank, assignee vee assiganent) wea LOOSRS 
Herbert Spencer .ccsceecosssssrcees oe cables eaters ceo!) 2a0e0e 


As the regult Herbert Spencer was overpaid $95 ($325 less 
$230 or $475 less $380). 


Where the amount computed for the set-off on the adjustment 
application is the same ag the amount actually set-off under the 
original application, but the payment computed for the assignee 
is less than the payment made to him, the overpayment to the 

Assignee will be the result obtained by subtracting the paynent cud 
computed for him on the adjustment application from the paynent a 
made to him under the original application. The overpayment to 3 
the applicant will be the sum of the anount which he received i 
under the original application plus the amount by which the Pus 
assignee was overpaid, (When the payment computed for an 
assignee on the adjustment application is less than the payment 
made to the assignee under the original application, the payment 
for the applicant on the adjustment application will be zero. ) 
These overpayments shall be set up on the register of indebted- hs 
ness and the requests for refunds shall be nade in accordance Ba! 
with subparagraph ¢ (2) of this paragraph 4. q 


Exarmple: 
Payments under an original application were ag follows: 


Payment less association expenses for 

Wa bter (Brown 015. steal wietneiceeaetann vs wee Sievers stie & eats oa ene $332. 50 

Set-off ($100 indenvednage), sc een ee vee a kes Ane 

Farmers Bank, assignee ($200 assignment) ....... 200.00 
Walter (Brown iiicceuiiie ccsla cle grew eialcratatelateyays sce poctaaerte ; Se, 50 ' edb 


(3) 


ey ay 


The payments computed on the adjustment application were -- 


Payment less association expenses Lox 


PEGE Le CLOWN ec suslaieteialateuete ses ss f° bt be ara R cared $237.50 
Set-off ($100 indebtedness) ..cceeeeeccseeeeeee ve, POOBOS 
Farmerg Bank, assignee ($200 assignment) .... 137400 
Wal tar Brows goles caeece crc certs say nceeecensrerss e) 


As the result, the Farmers Bank, assignee, was overpaid $62.50 
and Walter Brown was overpaid $95.00. ($62.50 plus $32.50) 


Where the amount computed for the set-off on the adjustment appli- 
cation is less than the amount actually set off under the original 
Application, the excess amount set off will be the result obtained 
by subtracting the anount computed for the set-off on the adjust- 
nent application from the onmount set off under the original appli- 
cation. The overpayment to the assignee will be the result 
obtained by subtracting the paynent computed for the assignee 

on the adjustment application from the anount paid to the 

assignee under the original application. The overpaynent to the 
applicant will be the sun of the amount paid to him under the 
original application, the overpaynent to the assignee, and the 
excess set-off. 


The applicant will be requested to refund the entire amount 

of his overpaynent determined in accordance with the preceding 
paragraph, The assignee will be requested to refund the anount 
by which he was overpaid; and, ie § possible, the excess set-off 
will be recovered in accordance with the procedure in Section VII 
of WD-7. If the excess set-off is recovered and. deposited 

to the appropriation charged with the payment made under the 
application, two items shall be entered on the register of 
indebtedness for the applicant, One wili be the excess set-off, 
the amount of which will be shown as owing to the appropriation 
credited with such set-off or to the governmental agency (other 
than the AAA) in whose favor the set-off was made. The other 
item of indebtedness will be the remainder of the applicant's 
overpayment (the sum of the amount actually paid to the appli- 
cant and the overpayment to the Assignee) and the appropriation 
to be credited will be the appropriation charged with the 
payment under the originel application. The assignee's name 
and the amount by which he was overpaid shall also be entered 
on the register of indebtedness. Appropriate cross references 


_ghall be made on both the applicant's and the assignee's 


register cards. 


In the event that the excess set-off cannot be recoveres, only 

one item shall be entered on the register for the applicant. 

Thig item will be the sum of the amount actually paid to tne 
applicant, the overpayment to the assignee, and the excess set-off, 
and it will be shown.as owing to the appropriation charged with 
the payment under the originél application. ‘The assigee's 
indebtedness shall be recorded in accordance with the above 
paragraph. 


a 5bOQ = 


Bxample: 
Payments under an original application were as follows: 


Payment léss association expenses for William Remley . $190.00 


Set-off ($125 indebtedness) ......- occ ddeetis os 00 Qeanann an 
Farmers Bank, assignee ($50 assignment) ......+ee+-eee 50, 00 
William Remley gia ScpleLe # e-lele) due erelens enero sells: 14) 60> ey 61/8 e he [si.* oes ane ° 15.00 


The payments computed on the adjustment epplication were ~~ 


Payment less association expenses for William Remley . $ 95,00 


Set-off ($125 indebtedness) ....seeeseereerees We case . 95,00 
Farmers Bank, assignee ($50 assignment) ......+.--+++- ) 
William’ Reml OY o:siereaie oe «544 segs oa) omisreueneneie ee ue ne mene 0 


As the result, the set-off was $30 in excess of the amount which 
should have been set off; the assignee was overpaid $50; and the 
applicant received $15 which he should not have received. The 
applicant, however, is charged with the entire amount of the 
overpayment which is $95, The applicant shall be requested to 
refund $95 and the same amount shall be set up on the register as 


his indebtedness -- $20 shown as owing to the appropriation 
credited with the set-off or to the proper governmental agency if ‘ 


such amount has been recovered, and $65 shown as owing to the 
appropriation charged with the payment made under the original 
application. (If the set-off has not been recovered, the entire ' 
$95 ghall be shown as owing to the appropriation charged with the 
payment mde under the original application.) An indebtedness of 

$50 shall also be set up on the register as an amount due from the 
assignee, 


If the check issued to anyone who was overpaid under the original application . 
is returned to the RDO, prepare the appropriate forms requesting that the 
check be cancelled. (Refer to section IV.) 


If any person refunds all or part of the amount by which he was overpaid 
under the original application, the refund shall be deposited to the appro- 
priation, If the amount of the refund is in excess of the overpayment, it 
shall be deposited to the Special Deposit account (see section VI) pending 
determination as to whether the producer is guilty of any fradulent act and 
whether any part of the amount refunded is to be returned to him. 


One copy of the form 1044, form 1098 or AAA-375 shall be kept with the ad~ 
justment application and other documents constituting the file on the case 
in order that all persons reviewing the case may have complete information 
regarding the disposition of any returned check or refund. When an 
accomplished copy of form 1044, form 1098 or AAA-375 igs received, the 
appropriate data must be entered on the case file copy. 


“51 


Roview of case by the Stato Connittce, Director of the Westorn Division, 


—— eee eee eee I eee ee 


and Solicitor of the Department of Agriculture. 


The complete filo’ of the case shall. be roferred to the State Connittec 


who will fully consider tho facts as disclosed by the county comnittco's 


report. or by any furthor dnvestigation tho State Committee nay sce fit 
to have nade, and will detormine whether or not the evidence indicates 
that fraud has been perpetrated in the case. If it is found that the per- 
son to whom the overpayment was made Imew that the data ontered on the 


application with respect. to performance on his farm were not in accordance 


with the facts and the regulations and official instructions. governing 
the program, he shall be “deemed to have induced the overpaynent by 
fraudulent conduct. Such person shall in all cases be presumed to know 
what data are entered on the application as it stood at the time he 
signed it. Whethor a finding is justified that such person, at the tine 


% he executed it, believed that the statements in tho application were in 
. accordance with the facts and the regulations and official instructions 


governing the. program will dopend onthe nature, oxtent, and effect of 


the misstatement in the application. -In applying these principles, the 


fact that any misstatomont shown in the application was suggested or 
recommonded by, or made with the knowledge of, any person connected with 
the county committee or any other agency of the Governnent shall not be 
controlling. ; 


If the State Comnittce finds that the evidence indicates fraud, the 
committee shall make a written report of its findings and forward such 
report, together with the county committee's report and the complete file 
of the case, to the Director of the Western Division for further consid- 
eration and decision. If he so desires, the Regional Director may also 
require an investigation. In the event that the Regional Director de~ 


‘ternines that thoro is no showing of fraud, the State and county 
‘conmittees will be.so advised in writing, and the case shail be handled 
in accordance with paragroph 7 below. If the Regional Director dcter- 
mines that, according to the evidence, there is fraud in the case, the 


complete file will be transnittod promptly to the Solicitor of the 
Departnent of Agriculturo, If, in the opinion of the Solicitor, thero 


.is no fraud in the case, he will so advise the Regional Director in 


writing, who in turn will advise the State and county committoes in writ- 
ing and the case shall then be handled in accordance with paragraph 7 
below. Where, in the opinion of the Solicitor, the overpaynent was in- 
duced by fraud, he will refer the case to the Department of Justice for 
such action under the Criminal Code of the United States or other laws 

as such Departnent deons appropriatc. The State Office will proceed in 


accordance with paragraph 8 below. 


Upon determination by the State Committee that there is fraud in the case, 


no furthor payment shall be cortified for the produccr involved or for 
his assignee in connection with any progran, ._pending a deteornination by 
the Director of the Westérn Division and/or. the Solicitor. 


Where tho State Commiittce finds that :tho-ovidence does not indicate fraud, 


the ease shall. bé returned tothe’ adjustment clerk who shall hondle it in 
accordance with -paragraph 7. below. . De ae ae 


— tee ete eee ee 


Upon receipt of the caso, the adjustment clerk shall determine whether 
the overpaid producer has refunded the amount set up on tho register of 
indebtedness, whother a set-off of such amount has beon made, or whether 


Qe: 


De 


the U. S, Troasury chock issued to such producor under the original ap- 
plication was returned and cancelled. 


If the check issued to the overpaid producer has not boon returned 
and recovery of the overpayment has not been made by refund or sete 
off, the case shall be filed. When a refund is received or a sct-off 
nade, the proper changes will be made in the register and the case 


should be marked closed, Inthe event that a refund has been re=- 


ccived and deposited to the special doposit account, transfer the 
proper amount to the appropriation which should be credited and return 
the balance, if any,.to the producer, (See sections X and XI.) 48 
certain that the ontrics on the rogister of indebtcdness have been 


* corrected and the case marked closed if the full amount of the over- 


payment has been refunded. 


If the chock issuod to the overpaid producer has been returned and 
cancelled, determine whether the producer is entitled to any paynent. 
If so, it will be necessary to schedule the adjustmmt application for 
paynent of the proper amount, The adjustment application may be 
certified for payment even though the producer who was overpaid or ‘ 
whose assignoe was overpaid did not sign it, since the amount being 
certificd is less than the amount for which a check was issucd under 

the original application. Draw a line through the encircled entry : 
made on the adjustnent application in accordance with subparagraph 3 
above, and entor the same anount beside it. (Since tho check was re- 
turned and cancelled, the person is entitled to the paynont con- 
puted for him on the adjustment application.) If any sct-off is to 
be made, identify such sct-off and enter the amount thorcoof on the 
application and prepare the required forms in accordance with the 
procedure in WD~7, Withdraw the original and first copy of ACP~28 
and form 1664—A from the files and enter bencath "Resubnittable iten!! 
on AGP=28 the form nunber and State and county code and scorial nunber 


_of the adjustment application. Tho application shall then be 


scheduled on the proper continuation sheet, public voucher, and 
schedule of disbursenents, and transmitted to the Preaudit Office in 
the regular manner. It must, howevor, be accompanied by the original 
statonent of oxplanation signed by a county committceman, the original 
ACP=28 signod by tho certifying officer, and the State Office filo 
copy of the original application, (The D, 0. vouchor number and the 
date on which the original application was paid should be entered 
thereon.) The adjustnont application may be certified for paynent 
even though the accomplished copy of the request for cancollation of 
the chock has not beon received. The notation prescribed in section 
IV shall be cntored on tho original ACP=28 being forwarded to Pro- 
audit in order that that office will be able to identify the forn 
1044 or AAA=375 and roloaso the adjustmont application upon receipt 
of their copy. The State Office copy of ACP~28 should not be con- 
pleted until the accomplished copy of form 1044 or AAA-375 is re= 
coived. 


8. 


= 53 0 


Copies of the adjustment application, oll forms and reports, the 
original and copics of the determination that there was no fraudu- 
lent act on tho part of the person overpaid, and the copy of ACP-28 
with forn 1664A attached will be filed in the State Office. 


‘Handling of casc_whore_a person is guilty of fraud. 


.If, after the case has been roferred to the Solicitor in accordance with 


paragraph 6 above, the Solicitor determines that the overpayment was in- 
duced by fraud, ho will so advise the Diroctor of the Western Division, 
who will in turn notify the State Office. When this is dono, the person 
whose overpaynent was induced by fraud shall be charged with an indcbted- 
ness in the full amount of the payment made to hin. 


If the U. S. Treasury check issucd to such person has been returned and 


cancelled, the full amount of such check will have been deposited to the 
appropriation, This amount will be loft in, the appropriation even though 
the payee on the check would have been ontitled to a payment had no fraud 
been involved. , 


If such person has refunded the amount of his oeverpaynent, but no more, 
the refund will have been deposited to the appropriation; however, such 
person shall be requested to refund the balance of his payment and the 
full amount of such balance shall also be set up on the register of 
indebtedness, unless there is in the State Office an application against 
which a set-off of the necessary amount can be nade. In the event that 
the person overpaid has refuncod the full nanount of his paynent and such 
refund has been doposited to the special deposit account, the adjustment 
clerk shall transfor the full amount of the refund into the appropriation. 


Where tho overpaid person has filed another application which has been 
held in the State Office in accordance with paragraph 6 above, any anount 
owing to the AAA by such person as tho result of the fraudulent act shall 
be set off against the payment duc under such other application, The 
balance of the payment, if any, nay be certificd. 


B. Error in State Office. 


Whon ‘the tasic date on the original application were correct but, as the re- 
eal Geot so-otate Office. error (in computation, scheduling, etc.) the paynent 
made to the applicant or to his assignee, or both, is greater than the anount 
due, the adjustment clerk shall handle the case in the manner outlined be- 
low. The county committce will not be asked to nake an investigation, inas- 
mich as there is no question regarding any fraudulent act on tho part of the 
producer. No statement from the applicant or county committee is required 
because of the fact that no additional paynent will be certified unless the 
checks issucd are roturned and cancelled, in which event any anount cer- 
tificd will bo less than the amount of the cancelled. check/s, and the ap- 
plicant!s signature is not needed when cither his or his assignee's paynent 


is boing decreased. 


1. 


Location of check/s issued under original application. 

As soon as the error on the original application is discovered, the ad-- 
justnent clerk shall determine whother a chock has been issucd, and, if 
so, he shall request the county treasurer to return it to tho RDO in~ 
stead of delivering it to the payee tt this has not been see or if suck 
check has boon delivered, to. roturn (until furthor notice) any, other check 
which he may recoive for’ such person in connection with any other prograne 


2. Preparation of dumy application. 
The adjustment clerk shall also prepare a dummy application and 
computation sheet (where necessary). on. which the correct saynent/s 

' :ghall be computed in accordance with the regular audit procedure 
issued in connection with the program involved. 11 basic data, 
including any assignment or indebtedness, on the dummy application 
must be the same ag that on the original. Each payment or set-off com- 
puted on the dummy application’ shall be encircled. (Any erroneous 
set-off which has been corrected will not be shown. ) 
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The adjustment clerk shall follow the procedure in paragraph A, 4, of 
this section XIII. ' 


Hosundes , 


If any check issued to a person who wag overpaid is returned, the 
adjustment clerk shall request that the check be cancelled. 
(Refer to-section IV.) 


If any person refunds all or part of the amount by which he was overpaid). 
the refund shall be deposited to the appropriation charged with the 
original payment. (Refer to section VI or VII.) If the refund is in € 
excess of the amount of the overpayment, it shall be deposited to the 
special deposit account from which the proper amount shall be trans- 

ferred to the appropriation and the balance retummed to the payee. 


In view of the fact that there is no question of fraud, the case will 
not be referred to the State Committee for a determination. The 
adjustment clerk will mke final disposition of the case in accordance 
with the procedure in paragraph A, 7 of this section XIII. The dummy 
application prepared in the State Office will, of course, be substituted 
for the adjustment application referred to in said paragraph; and a 
memorandum of explanation prepared by the adjustment clerk for the 
signature of the certifying officer and addressed to the Preaudit 
Office will be substituted for the county committee's statement of 
exolanation referred to in gaid paragraph. 


XIV. ADJUSTMENT CASES -- ONE OR MORE PERSONS OVERPAID AND ANOTHER PERSON UNDERPAID 
IN CONNECTION WITH THE ORIGINAL APPLICATION. 


adjustment cases are those resulting from erroneously executed or computed 
original applications which have been certified by the State Office, approved 
by Preaudit, and paid by RDO. Sections XII, XIII, and XIV all contain pro- 
cedure for the handling of adjustment cases, but each section deals with a 
different type of case, 
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The adjustment clerk shall follow the procedure in this section XIV in each 
case where (1) the original application is filed by two or more persons, the 
payment to at least one of such persons being greater than the amount due and 
the payment to at least one other person being less than the amount due, (2) 
the original application was filed by only one person who was overpaid because 
another person was also entitled to share in the farm or range payment but 
such other person's interest wag not shown, or was not correctly shown, on the 
original application or computation sheet, or (3) the original application was 
filed by two or more persons at least one of whom was overpaid because another 
person was also. entitled to share in the farm or range payment but such other 
person's interest wag not shown (or was not correctly shown) on the original 
application or computation sheet. The procedure in this section shall be 
followed in each case outlined above unless the check issued to the person 
overpaid has been covered into the outstanding liabilities account by the 
General Accounting Office in Washington 


A, Error in basic data on application. 


1. Requests for investigation of error and return of check. 


Immediately upon receipt of information to the effect that any person has 
been overpaid in connection with an application and that, as the result 
of such overpayment, any other person has been or would be-(if he hag 
not yet received a payment to which he is entitled) underpaid, the 
adjustment clerk shall prepare in accordance with section XIII, A, 1, 
the letter requesting an investigation by the county committee. The 
investigation will not be confined to the actions of the person who 

was overpaid, but should include information from all persons interested 
in the farm or range. 


The adjustment clerk shall also request the county treasurer to return 
to the RDO the check issued to any person who wag overpaid if such 
check has not been delivered; or if such check hag been delivered to 
return (until further notice) any-other check which he may receive for 
such person in connection with any other program, After the full 
amount due from the person overpaid hag been determined and:recovered, 
the adjustment clerk shall request the RDO to forward to the payee any 
check which the county treasurer hag returned in accordance with the 
State Office request referred to, above. If the check hag been sent 

to GAO, the payee must file a request for it. (Refer to section Le 
In the event, however, that all or part of the check issued in connec- 
tion with another application is needed to liquidate the amount of 
such person's overpayment as determined in accordance with subpara- 
graph 4 of this paragraph A, the adjustment clerk shall request that 
such check be cancelled and shall deposit the proper amount to the 
appropriation, returning any balance to the payee. 


If the State Office was first notified of the error at the time an 
adjustment application wags received, the adjustment clerk should 
examine such application, in accordance with paragraph 2 below, 
before forwarding to the county committee the request referred to 
above. 
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Upon receipt of the county committee's report, the adjustment clerk shall 
examine it and determine that it fulfills the requirements of Section XIII, 
a bree . 


The adjustment application and computation sheet, where applicable, shall 
be examined and the payment/s due thereunder computed in accordance with | 
the applicable paragraphs of Sections XII and XIII. Any original ACP 
application filed by 4 person who is interested in the farn or range but 
who did not file an application and receive a payment before the overpay- 
ment was discovered shal] be examined and the payment computed in the 
regular manner. The basic data on such original application must agree 
with that on the adjustment application and computation sheet submitted 
for the purpose of correcting the original of such forms in connection 
with which the overpayment was made. 


If the original application was a parity, range, or other application which 
is to be filed by all persons interested in the farm or range, or if the 
original application was an ACP application on which an assigmee wag under- 
paid and the applicant overpaid or vice versa, the producer who was under- 
paid (or whose assignee was underpaid) or who was not paid at all must have 
signed the adjustment application, if he is asking for | payment. If such 
person signed the original application, he mst also have signed the state- 
ment of explanation. 


If the overpayment occurred in connection with an ACP application which is 
to be filed by only one producer, the adjustment application submitted for 
the purpose of correcting the original filed by the person overnaid need 
not be signed by the applicant. It must, of course, be approved by the 
county committee. If another producer interested in the farm filed an 
original application in connection with which he or his assignee wag under- 
paid, such producer must also file an adjustment application and a state- 
ment of explanation if he wishes to secure any additional amount which may 
be due either himself or his assignee, In the event that the other person 
interested in the farm did not file an application and receive a payment 
before the overpayment was discovered, such person will be permitted to 
file an original application (not an adjustment, since such person did not 
previously receive a payment in connection with an original) on which the 
basic data must agree with that on the adjustment application (submitted 
for the purpose of correcting the error on the original application filed 
by the overpaid producer) and with that on the adjustment farm computation 
sheet. The producer who ig filing the original application will not be re- 
quired to sign the statement of explanation, since he did not receive a 
payment under an incorrect original application. 


The statement of explanation referred to above shall be submitted in addi- 
tion to the county committee's report regarding the investigation for 
fraudulent action, because it will be transmitted to the Preaudit Office 
with any original or adjustment application on which a payment is being 
certified, The statement must always be signed by the county committee. 
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_ If any person who did not receive the full amount due under an original 


application hag not been permitted to sign the adjustnuent application for 


the reason that such person did not file the adjustment application within 


the time limit established, the county committee's statement to that effect 
must be attached. 
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After computing the correct farm or range payment and the proper division 
thereof, the adjustment clerk shall determine the anount/s still que and 
the anount/ s overpaid in accordance with the applicable paragraphs below. 


a. Computation of additional amount due the person who wag underpaid 


Where the paynent to a producer who filed an original application is 
less than the anount due, where the payment to such producer's assignee 
is less than the anount due, or where the amount set off is less than the 
anount which would have been set off if the original application had 
been correct, the additional payment/s shall be computed on the ad- 
Justment application and computation sheet, where applicable, in 
accordance with Section XII, A, 4, 


The additional anount/ s due must be computed, even though the producer 
did not sign the adjustment application, in order that the correct farn 
or range payment and the proper division thereof may be determined, 
Such anount/'s shall be encircled if the producer did not sign the 
application, 


If the applicant is indebted to the United States and a set-off is to 
be made against the payment computed on the adjustment application, 
such set-off may be entered and the amount due the governnental agency 
determined (preferably on another sheet of paper which shall be 
attached to the application). However, in view of the fact that it 
may not be possible to issue a payment under the adjustment application 
until the overpayment is recovered (refer to paragraph 6 below), the 
register of indebtedness shall not be corrected until the time when 
the payment can be certified, because in the meantime the Applicant 
may file another application against which the set-off can be made, 

If that is done, the amount computed for the set-off on the adjustnent 
application will have to be redeternined in order to avoid diplicate 
set-offs. 


b. Computation of amount due the person who hag not received any payment. 


There @ person interested in the farm or range is entitled to a payment 
but such payment has not been made at the time the overpayment to 
another person is discovered, the amount due such person shall be 
determined in accordance with the regular audit procedure furnished 

in connection with the program. 
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This payment shall be computed irrespective of whether the producer to 
whom it is due or to whose assignee the payment is due hag filed an 
original or supplemental adjustment application. (The producer may 
have filed an original ACP application if the overpayment wag: made 
under another original ACP application filed with respect to the 

same farm and program by another person; or he may have filed a 
supplemental adjustment application if he did not sign either the 
original or the adjustment parity or range application which is to be 
filed by all persons interested in the farm or range). Any amount 
conputed for a producer or his assignee shall be encircled if the 
producer did not sign the application because no such payment will 
actually be made; however, the amount should be computed in order 
that the total farm or range payment and the correct division thereof 
can be determined. 


The amount due any producer or his assignee shall not be encircled if 
the producer signed the application, because the entire amount is due 
and will be paid as soon ag possible. If the producer is indebted 
to the United States and a set-off is to be made against his payment, 
follow the procedure in the last subparagraph of paragraph a& above. 


Determination of amount/ s overplid, entering of indebtedness on 
register, and preparation of request for refund. 


The amount of the overpayment to the applicant, his assignee, or a 
governmental agency to whom he wag indebted shall be determined in 
accordance with section XIII, A, 2. The request for refund shall be 
prepared and the debt shall be set up on the register in accordance 
with the same procedure. 


(1) In connection with a single farm application with respect to 
which the assignee hag been overpaid and the applicant underpaid, 
the following procedure is applicable: 


Where the farm payment computed on the adjustment application 
is the same as that computed on the original application but the . 
amount computed for the assignee on the adjustment application is 
less than the amount conputed for him on the original application 
because the amount assigned and renaining unpaid wags incorrectly - 
reported on such original application, the applicant will have 
been underpaid. The assignee's name and the amount of the over- 
payment will be set up on the register of indebtedness ang the 
assignee will be requested to refund the amount "of bis overpayment. 
Such amount shall not, however, be set up on the register ag a 
debt owing by the applicant because the excess amount paid to the 
assignee actually belongs to the applicant and not to the apporo- 
.” + priation, Therefore, it would not be proper to charge the appli- 
cant with an indebtedness which might be set off against another 
payment due him for the gole purpose of paying him the amount due 
under the adjustment application referred to above. 


on 
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Where the farm payment computed on the adjustment -application is 
greater than that computed on the original application but the 
amount computed for the assignee on the adjustment application is 
less than that computed for hin on the original application be- 
cause *the amount assigned and remaining unpaid wag incorrectly 
reported on such original application, the applicant will have 
been underpaid for two reagons -- first, because the assignee 
was overpaid, and, second, because the farm payment is to be 
increased. The assignee's name and the amount of the overpayment 
will be set up on the register of indebtedness and the assignee 
Will be requested to refund the amount of his overpayment. 

For the reason outlined above, the applicant will not de charged 
with an indebtedness. The additional amount due the applicant 
from the ‘appropriation can be certified after the case has been 
reviewed and approved in accordance with paragraph 6 below; how- 
ever, tne excess amount paid to the agsignee cannot be p2id to 
the applicant until it is recovered. 


Determination of amounts overpaid and underpaid in connection with a 
multiple farm application on which two or more assignments were 
reported. 


Where an applicant filed two or more assignments in connection with 
a multiple farm ACP application and@ either the applicant or an 
assignee was overpaid (no person having been underpaid), follow the 
procedure in section XIII, A, 4, c, (3). If, however, one or more 
persons were overpaid and one or more persons were underpaid, the 
procedure in one of the following paragranhs is applicable. 


In the event that any Assignee wags overpaid under the original 
application (no assignee having been underpaid) but the payment 
computed for the applicant on the adjustment application igs greater 
than the amount computed for him on the original application, the 
overpayment to each assignee shall be the amount by which the payment 
to such assignee under the original application exceeds the amount 
computed for such assignee on the adjustment apolication. The 
overpayment to the applicant shall be an amount equal to the result 
determined by subtracting from the sum of the overpayments to all 
assignees the additional amount due the applicant (which additional 
anount is determined by subtracting the payment computed for the 
applicant on the original application fron that computed for such 


Applicant on the adjustment application.) In other words, the 


applicant will be charged with only that amount by which the "yayment 
less association.expenses" on the original application exceeds the 


.payment less association. expenses" on the adjustment application 


because of the fact that the balance of the overpayments to the 
assignees (i.e.,.the amount in excess of that due the appropriation) 
actually belongs to the applicant, and there would be no reagon to 
have him refund such. balance in order that the amount could be paid 
back to him, The overpayment to each assignee and to the applicant 
shall be set up on the register of indebtedness and refunds shall 
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be requested in accordance with section XIII, A, 4, c, (3). If alt 
assignees refund the amount by which they were overpaid, there will : 
be sufficient money to pay the applicant the additional amount due ater 
and to credit the appropriation with the amount overpaid with respect 
to all farms under the original application. (Note. In isso of the 
fact that an appropriation cannot properly be charged with more than 
100 percent of the payment due with respect to a farm, a amount 
recovered from an assignee shovld not be paid to the appl item unless 
the appropriation hag been credited with the full amount due it.) 


Where any assignee was underpaid in connection with the original 
application but another agsignec and/or the applicant was overpaid, 
the overpayment to each agsignee shall be determined and entered 
on the register in accordance with the above paragraph. The appli- 
cant will be charged with the sum of his own overpayment and the 
overpayment to each assignee. If recovery of the full amount charged 
against the applicant is made from him, the appropriation can be 
credited with the amount due and the underpaid assignee can be paid 
in full. If recovery is made fron an overpaid assignee, the anount 
due from the applicant will be reduced by the amount recovered fron 
the assignee, 


In connection with ACP and range applications there will be instances 
where, ag the result of the increases in small payments, the 

amount/ gs overpaid and the anount/s to which other persons are en- 
titled in connection with the game farm or range, are not equal, Wm 
such cases the appropriation will be credited with any amount recovered 
in excess of an amount to be paid to another person and will be 

charged with any amount by which a payment to be issued exceeds the 
amount of an overpayment recovered. 


Example: 
The following payments were computed and made under an original range 


application: (The same example is applicable to ACP but two original 
applications would have been filed.) 


Harned payment for Milton Cro gsby lth ©, 2a ee $375.00 
Increase /inipayment 1.2/0). .siees hale een Oe 

inereased peynent fe Oe o winiale.o, endselia) otaitere Gietet an eee A a ae 375.00 
Paynent less 5% agsn. CXPECESC See ak @.\e. whe siete: sveteee neem cele ey'e | Rees 
Paynent to Farmers Bank, assignee ($200 assignment) ...... 200.00 
Payment to Milton Crossby ..... Coe ree werccccccsecseecececn | LOCH 
Harned paynent for Bob Tannerisc eae ee 125.00 
Increa seei ni paynentin\, i, zie ee, clovaleh 6 3) alehene Meaney 14.00 
Increased (paymentic..':.'.,s.'s /es ae a team | BBC r 
Paynent less 5%iasen. »éxpenges.) 20). -o4 a wen a: 132.05 


Paynent to Mays Seed Co., assignee ($100 assignment) ..... 100.00 
Payment to Bob Tanner . 
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Payments computed on the adjustment application were -- 


Earned payment: for Milton Crossby ....0..isececcvcgstes $250.00 
Piereese Me payment ys sk Soe, oes oe le oie MPT che cs he eae ae 0 

Boece dag inertness toes lees silts aR ad Sig ae nad ire eee 
Payment less 5% LE aIleMe KOU SCIC, Morehsverats le Meee ae ie Bio ats ae Pie eo, 
Payment to Farmers Bank, assignee ($200 assignment) ih. CEO ie 
Pe Ee Dt OUMLECGNSCTOGSDY ise. cs viyleu ds GONE Ce des alee « eeare 37.50 
Harned payment for Bob Tanner ......... Cs ee ee 200.00 
UT MOREENEG) O59 icleb lan Teta ia. Une ey ge ae aon Oi a arama gt ©) 

Reem S COG misersnets Hers Gees me Re ral key, ylang iio oR coe yen 250.00 
Payment less 5% assn. SRO CUBE en. %.s' sed DE eR ae col, oO 
Payment to Mays Seed Co., assignee ($100 assignment) .. 100.00 
Payment to Bob Tanner ....000.. Sere Ae a ys (BL ote Hae 


Less $32.05 paid to him under the original application 105.45 


In this case, Milton Crossby was overpaid in the amount of $118.75 but 
Eob Tanner is entltled to only $105.45 of that amount. This is due to 
the fact that on the original application a $14.00 increase in pay- 
ment was added to Bob Tanner's earned payment, but he wag not entitled 
to an increase in payment under the adjustment application. Therefore, 
$13.30 of the amount to be recovered from Milton Crogsby will be 
deposited to the appropriation. 


If the check issued under the original application to any person who was 
overpaid has been returned or if such person has refunded all or part of 
his overpayment, follow the procedure in section aie ger he ay 


Review of case by the State Committee, Director of the Vegtern Division, 


Determination as to when additional amount due. person/s underpaid can be 
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The procedure in this paragraph 6 shall be followed in those instances 
where the State Committee, the Director of the Western Division, or the 
Solicitor of the Department of Agriculture determines that fraud is not 
involved and the case is returned to the adjustment clerk for completion, 


In those instances where the Solicitor determines that a person is guilty 
of fraud, he will advise the Director of the Western Division in writing 
as to whether the facts in the case disclose that any person underpaid 
participated in, connived at, or instigated the fraudulent conduct which 
induced the overpayment, or obtained the benefit of any part of the amount 
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of the overpayment. The Director will transmit this information mice 
diately to the State Office. If it is determined that a person who wag 
madera d (or not paid) did not participate in, connive at, or instigate 
the fraudulent conduct waich induced the overpayment or if such person 
did not obtain the benefit of any part of the amount overpaid, the amount 
due such pergon will be paid without regard to the action taken with 
respect to the person guilty of a frauduien’ act. Upon receipt of the 
cage, the adjustment clerk shall follow the procedure in this paragraph. 


In making this determination, the adjustment clerk shall keep in mind 
the fact that an appropriation can properly be charged with only 100 per- 
cent of. the payment due with respect to a farm or range. 


If any producer to whom a payment is due is indebted to the United States, 
& set-off shall be made in accordance with WD-7. 


The amount of the set-off may have been computed and entered on tne appli- 
cation in accordance with paragraph 3 above. If so, the adjustment clerk 
shall check the register again to be sure that the indebtedness as 
formerly recorded on the application is correct. The amount entered on the 
register mey have been increased or decreased in the meantime. 


There the county committee hag not permitted a producer to sign the appli- 
cation for the reason that he did not file it within the time limit 
Established, no payment will be certified for such person or for his 
assignee, 


The payment to be certified. shall be entered on the application in the 
space provided. 


a. Payments which can be certified in full immediately 


Where an additional paynent is due a person who was underpaid or 
where a paynent igs due 4 person who wag not paid at all,:and the 
application and accompanying documents in connection with which 
such paynent is due fulfill all other requirenents of this para- 
graph A, the full anount due néy be certified immediately if -- 


(1) The U. S. Treasury check issued to each person overpaid in con- 
nection with the same farm (or all farms where a multiple farm . 
ACP application is involved) or range and the same program has 
been cancelled and the proceeds thereof deposited to the appro- 
Priation, (Any amount to which the overpaid person is entitled 
shall also be certified even though he did not sign the appli- 
cation. Refer to section XIII, A, 7, b.) 


(2) The amount by which each person wag overpaid in connection with 
the same farm (or all farms where a multiple farm ACP appli- 
cation is involved) or range and the same program has been 


recovered by refund or set-off and deposited to the appropri- 
ation. a | 
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Partial payments which can be certified immediately. 


Where an additional payment is due a person who wags underpaid or 
where a payment is due @ person who wag not paid at all and the 
application and accompanying documents in connection with which 
such paynent is due fulfill a1] other requirenents of this para- 
graph A but the full amount of all the overpaynents issued in con- 
nection with the same farm or range and the same program have not 
been recovered, only @ partial payment can be certified imnediately. 
When subnitted to Preaudit, the application must be accompanied 

by & nenorandum explaining why payment is not being certified in 
full. The balance due will be certified after another application 
and request have been received from each person to whom a partial 
payment is made and the full amount of each overpayment recovered. 
Where a partial payment can be certified immediately but the State 
Office has reagon to believe that the overpayment/s will soon be 
recovered in full, and, therefore, the entire amount/s due can be 
paid, the application may be held until the overpayments are 
recovered in full. Partial payments may be certified if -- 


(1) An additional amount is due from the appropriation (even though 
no overpayment has been recovered). 


(2) An overpayment has been recovered in part and the appropriation 
does not stand charged with more than 100 percent of the pay- 
ment due with respect to the farm or range. Where an addi- 
tional amount is due two or more producers, the amount re- 
covered must be prorated among them. 


Example: 


Farmer A received the entire farm payment in the amount of $100. 
Later it wag discovered that B and C should each have received 
$25 and that A should have received only $50. A refunds $25, 

If B and C file applications, each may receive $12.50. The 
additional $12.50 due each may be certified after receipt of a 
written request from each and upon recovery of the other $25 due 
Peri EE 


If, in the above example, B had filed an application but C had not, 
only the $12.50 could be certified for B immediately. The other 
$12.50 should remain in the appropriation where it would be avail- 
able for payment to C upon receipt of his application. (If the 
State Committee is certain beyond all doubt that C will not file an 
application -- if the time limit for filing the application has 
expired, etc. -- then the full $25 recovered from A may be paid 

to B. Upon recovery of the other $25 from A, such amount shall be 
deposited to the appropriation. ) 
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If either B or C had executed an assignment in connection wire | 
the application, the payment which can be made ($12.50) mst be 
determined and the amount assigned deducted from such payment. — 
This must be done because of the fact that the assignee is entitled 
to no more than the amount which ig available for payment to the 
applicant, 


te: No payment to be certified imnediately. 


Where no additional amount is due fron the appropriation, and no part 

of any overpaynent issued to a person in connection with the sane farn 
or range and the same program has been recovered, a payment may not be 
certified for any person who is entitled to it. 


Where a part of the anount by which a person was overpéid has been 
recovered but the appropriation stands charged with 100 percent or rore 
of the payment due with respect to the farm or range, no additional 
anount which nay be due any other pergon in connection with the same farn 
or range and the gane program nay be certified, 


The adjustment clerk shall see that the proper debts have been set up 

on the register and that requests for refunds have been sent to all 
persons overpaid, Then the case shell be filed until a refund is re- 
ceived or a set-off ig made, at which time either full or partial payment 
(refer to a or b above) may be certified. 


d. Additional payment to be certified at a later date. 


When, in accordance with b above, only a partial payment is certified, 
the additional amount due will be certified when more of the amount 
overpaid is recovered by refund or set-off, if the producer who received 
the partial payment (or whose assignee or creditor agency of the Federal 
Government received the partial payment) has filed a written request 

for the additional amount (the exact amount need not be shown). Upon 
receipt of this request, the adjustment clerk shall prepare a dummy 
application which must be identical] with the application under which 

the partial payment wag made. It must also have the some serial number 
followed by "(2)." When transmitted to Preavdit it must be accompanied 
by the producer'y request and a memorandum of exyplénation, prevared in 
the State Office and signed by the Certifying Officer, and the State 
Office copy of the application wnder which the partial payment was. madex) 
(with the D. Os ‘voucher number .and..the..date:.euch~appideabionewas-paad. - 
entered thereon). 


Certification of amount due any person who was underpaid or who was not paid 


The amount to be certified for payment to any pergon ghall be scheduled on 
the appropriate public vou cher, continuation sheet, and schedule of dis- 


bursements in accordance with existing procedure, Any amount being set off 


shall be scheduled in accordance with WD-7, 


ur 


<a 


ee 


The regular number of copies of a1] forms shall be transmitted to Preaudit. 
Where payment is being certified in connection with an original application 


- filed by @ person who has not ‘yet received a paynent for the performance 


represented thereon, such application shall be scheduled in the same manner 
as any other original application but shail be Becompanied by an adjustment 
computation sheet where applicable, the County Committee! s statement of 
explanation, the State Office copy of the original application under which 
the overpayment was made (with the D. 0. voucher number and the date such 
application was paid entered thereon) and the appropriate reference, as 
outlined below, to the form on which the amount recovered was scheduled for 
deposit to the appropriation. 


Where the payment is being certified in connection with an adjustment 
application, such application must be accompanied by all of the forms and 

nformation outlined above, and, in addition, by the written statement of 
explanation and request signed by the applicant (or by the applicant and the 
county committee where both sign the same statement). 


If a check issued to a person overpaid was returned and cancelled, the pro- 
Peoure sin’ section XII1, A, 7; bh, is applicable. Even though all or part 
of the proceeds of a check being canceiled are to be paid to a person who 
was underpaid or not paid, and an accomplished copy of the request for can- 
céllation hag not been received, the application may be certified.) 


Where the overpayment is being recovered by set-off enter in a conspicuous 
place on the application under which a payment is being certified, the 
administrative number of the voucher on which the set-off was scheduled. 
This will enable the Preaudit office to pull their copy of the voucher and 
verify the set-off appearing on the voucher continuation sheet. The appli- 

cation may be certified even though the accomplished copy of the form 1096 
has not been received in the State Office. 


Where the overpayment is recovered by refund, the payment to any person 


entitled thereto must not be certified until an accomplished copy of the 
form 1044 on which the refund was scheduled for devosit to the appropriation 
is received in the State Office. In a conspicuous place on the appvlication 
enter the schedule number of the form 1044 or the form 1046 on which the 
refund was scheduled for deposit to the appropriation. The Preaudit Office 


will have the refund checked in Yashington for the purpose of determining 


whether or not it has actually been taken up in the Disbursing Officer's 
accounts, before approving the payment. 


The regular number of copies of all forms shall be kept in the State Office, 
and the copy of the application returned to the county in accordance with 
existing procedure, The original and all copies of the determination that 
there wags no fraudulent act or that the person to whom a payment is being 
certified was not guilty of fraud will be kept in the State Office. 


Bee ee 


B,. Error in State Office. 


where @ person wag overpaid ag the result of a State Office ge 
Overpayment has resulted or will result in another person being 
or not paid, the procedure in this paragraph B shall be followed, — 
the basic data on the application were correct, us so} 
fraud, Therefore, the county committee will not de required to make an 

investigation, 


T+ Location of check issued to person overpaid. 
The adjustment clerk shall follow the procedure in paragraph B, 1 of 
section XIII. 


The adjustment clerk shell prepare a dummy application in accordance 
with section XIII, 3, 2, for the purvose of corrccting the original 
uncer which the overpayment was nade. 


. 


3. Determination of the ancunt by which each person 72g Overpaid and the 


Person Was unterveid. 


A Mi ee SN ee eC IR Ee Sage Yee 
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The adjustments clerk shall follow the procedure in paragraph 4, 45 of 
this section XIV. 


4, Cancellation of any returned U. §. Treasury check and/or deposit of 


refund, OO ee ECR nd) One 


The adjustment clerk s1all follow the procedure in section XIII, B, 4, 


1 Cin Rel news eek ae eee 
paid can re sertified, 


De Veter nation eg to when amount due person/s underpaid or person/s not 


The eijegtment clerk shall follow the procedure in paregraph A, 6 of this 
section. XIV. . 


Os Cersification of emourt due any person who was underpaid or who was not 


paid wader th Ogi nel Soplication. 


SN cree wees el eae 


XV. MISCELLANZOUS 
A. Application recalled before a check is issued. 


If an application which has been certified by the State Office is recalled 
before a check ig issved because of the fact that.it was executed in error, 
the corrected application submitted in place of the incorrect one will not 
be an adjustment application, It will be another original application hav- 
ing the same serial nuxber as the incorrect one. When the correct appli- 
cation is submitted to Preéudit, it should be accompanied by the incorrect 
application and the Preaudit difference stateme 


nt on which such application 
was returned to the State Office. (The Preaudit difference statement will 


show that the application was returned at the request of the State Office, ) 


6 substituted in lieu thereof. 


ia G7 x 


It should also be accompanied by a statement to the effect that the first 


application was in error and that the application being transmitted is to 


In the event that an application is recalled before a check is issued, be- 
cause of an error made by the State Office, such error will be corrected 
on the original application and it will be resubmitted in the regular way 
with the Preaudit difference statement and a statement of explanation from 
the certifying officer. No dummy application will be prepared. © 


Request for photostatic copies of U. §. Treasury checks. 


“henever it is necessary for the State Office to have a photostatic copy of 
& U.S. Treasury check which hag been cashed, the adjustment clerk shall 
prepare a letter addressed to the Director of the Western Division, giving 
& complete description of the check, the D. O. Symbol number and the D. 0. 
voucher number under which the check was issued, and the reason why the 
photostatic copy is needed. Upon receint of the letter, a formal request 
for the copy will be prepared for the signature of the Administrator of the 


_ AAA, “hen the photostatic copy is received in the Jestern Division it will 


be transmitted to the State Cffice immediately. After the photostatic copy 
of a check hag served its purpose in the State Office:it must be returned 
to the General Accounting Office. The State Office will, therefore, return 
the copy to the Vegtern Division for transnittal through the regular 


“channels, 


TT 


U. S. Treasury check deposited into Outstanding Liabilities. 

After aU. 8S. Treasury check has been returned to the G,neral Accounting 
Office in Vashington and deposited into the outstanding liabilities account 
(refer to Section II, C) any request for the payment of the proceeds of such 
check must be handled and settled by the General Accounting Office, 


If the payee files his request direct with the Generel Accounting Office, 
that Office will in the regular course of events, request the Department of 
Agriculture to submit an administrative report. ‘This request’ will be refer- 
red to the State Office by the Washington office of the Yestern Division. 


If a payee who wag not available at the time his check was in possession of 
the county treasurer files with the State or county office, a request for 
his check after it has been deposited into the outstanding liabilities ac- 
count, the State Office shall transmit his request and an administrative 
report'on form AD-42 to the Washington Office of the Yestern Division 
immediately. Such request and administrative report will be forwarded 
through the Office of Budget and Finance to the General Accounting Office, 


‘After the case has been settled, the State Office will receive form AAA-367 


or other notice of settlement, 


Where the proceeds of a check in outstanding liabilities should be paid to 
someone other than the payee in connection with an adjustment application, 


the adjustment application should be examined and payment computed and an 


-~ 68 = 


administrative report should be prepared on form AD-42, The case shall 


be sent to Preaudit for approval, subject to final determination by 


the General Accounting Office in Washington, with the request that 

it be returned to the State Office for transmittal through the Washington 
Office of the Wegtern Division and the Office of Budget and Finance 

to the General Accounting Office. Upon receipt of AAA~367 or other 
notice of settlement, the adjustment clerk shall notify the State 
accountant and the Control Accounts and Reports Section of the AAA 
regarding any necessary adjustment in the administrative expense account. 


Remittance representing both State Office and commodity contract overpayments 


When a remittance received in the State Office covers an amount due ag the 
result of an overpayment by the State Office and an amount due in connec- 
tion with a commodity contract, the full amount shall be deposited to the 
special deposit account.: Then the amount of the State Office overpayment 
shall be transferred to the proper appropriation, At the time the transfer 
ig made, the adjustment clerk shall algo prepare a letter for the signa- 
ture of the Director of the Western Division, addressed to the Director 

of Finance, Office of Budget and Finance, and requesting that appropriate 
action be taken to effect the transfer of the balance of the remittance 


(the amount must be shown) from the RDO special deposit account -- adminis- 
trative symbol 66.2-195 "Suspense, A.A.A,, Conservation Payments" ~- to . 
the Washington Disbursing Office special deposit account -- administrative 


symbol 66.2-196 "Suspense, Collections, A,A.A," The letter must alco 
include the schedule number of the form 1044 on which the remittance wag 
credited to special depogits and the certificate of deposit number entered 
on such form by the RDO. ; 


The letter shall be prepared in quintuplicate. One copy and the original 

of the letter transmitting the remittance to the State Office shall be 

kept in the State Office files, and the original and four copies (with a 
copy of the letter transmitting the remittance to the State Office attached 
to each) shall be forwarded to the Washington office of the Western Division 
where the original will be signed, The original and one copy will be 
forwarded to the Office of Budget and Finance, one copy will be forwarded 

to the Office of the Comptroller, AAA, and the remaining copy will be kept 
in the Western Division files. 


After the transfer has been effected, the State Office will receive from 
the Washington office of the Western Division an accomplished copy of 
Treasury Form 1669, Thig form should de given to the accountant os hig 
authority to decreage the special deposit account, after the adjustment 
clerk hag made the necessary notations in the file. 


Where the Comptroller, AAA, receives a remittance covering an amount due 
in connection with a commodity and a State Office overpayment, he will | 
prepare the letter for the Office of Budget and Finance. Such letter-will 
request that the proper amount be transferred from the 66,2-196 special ~ 


deposit account to the 66,2-195 special deposit account, ‘When this has 


been done the Waghington office of the Vestern Division will receive the 


. 


ae Folge 


accomplished copy of Treasury form 1669 which will be transmitted to the 
State Office immediately, together with a copy of the letter transmitting 
the remittance to the Comptroller and a copy of the Comptroller's letter 
to the Office of Budget and Finance, Upon receipt of the form and lct- 
ters, the adjustment clerk shall correct the register of indebtedness 
(the overpayment will have been recorded thereon) and prepare the forms 
necessary to transfer the proper amount from the special deposit account 
to the appropriation and the balance, if any, to the person who made the 
refund. (Refer to gection X or XI.) The Treasury form 1669 shall be 
given to the State accountant 4s it will serve ag his authority to 
increase the special deposit account. 


In each instance the Control Accounts and Reports Section will receive an 
Accomplished copy of the Treasury form 1669 from the Office of Budget and 
Finance, 


Overpayments to other governmental agencies returned by means of Form 1096. 
RO UE LL CO SE ee 


From time to time the Farm Security Administration or the Crop Insurance 
Corporation may prepare form 1096 for the purpose of transferring to the 
State Office all or part of an amount previously certified by the State 
Office for such Administration or Corporation. Upon receipt of the 
accomplished copy of forn 1096, the adjustment clerk ghall correct the 
register of indebtedness and make appropriate notations in the file of 

the case to which it pertains. If two accomplished copies have been 
received, one shall be filed with the case. ‘here the refund represented 
by the Form 1096 igs made in connection with a program with respect to 
which deductions are made for county association expenses, the adjustment 
Clerk shall also prepare ACP-28 in accordance with section VI (except 

that no ACP-28A shall be prepared) for the purpose of showing the changes 
to be made in the administrative Expense account. One copy of the ACP-~28 
and one accomplished copy of form 1096 shall be given to the State Account- 
ant. One copy of ACP~28 shall ve sent to the Control Accounts and Reports 
Section, AAA, Washington, D. C. 


Where an excess amount was set off in favor of FSA, the Form 1096 will be 
submitted to the State Office in duplicate, If the cage ig thereafter 
certified for payment ag an adjustment cage, one accomplished copy of 

the Form 1096 must be forwarded to Preaudit along with the application and 
other forms, 


/s/ WN. EB. Doda 
Director, Western Division 
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STATE OFFICE PROCEDURE 


-UNDELIVERED, LOST, STOLEN, DESTROYED, AND FORGED ceeck 
‘CHECKS; REFUNDS; AND ADJUSTMENT CASES 


The instructions in WD-14, Section XIV, Paragraph A6 6n pages 63 and 64 are 
amended as follows: 


1. Subparagraph b. is amended to read: 


db. 


Partial payments which can be certified immediately. 


Where an additional payment is due a person who was underpaid or 
where a payment is due a person who wes not paid at all and the 
application and accompanying documents in connection with which 
such payment is due fulfill all other requirements of this para~ 


_ graph A but the full amount of all the overpayments issued in . 
: connection with the same farm or ranch and the same program have 
not been recovered, only a partial payment can be certified 


immediately. When submitted to Preaudit, the application must de 
accompanied by Form WD-12 prepared in accordance with paragraph e.. 
Thé balance due will be certified on Form WD-12 as provided herein 
after the full amount of each overpayment.is recovered by set-off 
or refund, Where a partial payment can be certified immediately 


but the State Office has reason to believe that the overpayment/s 
‘will soon be recovered in full, and, therefore, the amount/s due 


can be paid, the application may be held until the overpayments are 
recovered ins ful) Partial payments. may be certified if -- 


“"(1) An additional amount “is due from the appropriation (even though 


no overpayment has been recovered). 


is (Bye An overpayment has been. ‘recovered in part and the snurepeieti oe 


does not stand charged with more than 100 percent of the pay-— 
ment due with respect to the farm or ranch, Where an additional 
amount is due two or more producers, the amount recovered must 
be prorated among then. re 


., Examples 


' Farmer A received the entire farm payment in the amount of $100. 


later it was discovered that B and C should each have received $25 
and that A should have received only $50. A refunds $25.° If B and 


_© file applications, each may receive $12.50, The additional $12.50 


due each may be certified on Form WD-12 upon recovery of the other 


.. $25 due from A. 
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If, in the above example, B had filed an’ application but 6 had not, 
only the $12.50 could be certified for B immediately. The other 
$12.50 should remain in thé appropriation where it would be available 
for payment to C upon receipt of his application, (If the State 


Committee 
cation === 


+S certain beyond all doubt that ¢ will not f by eer Oe 
if the time limit for filing ‘the eppticdtion ha’ expired, 


etc. -- then the full $25 redéveréd ‘from A may be paid to B. Upon 
recovery of the other $25 from A, such amount shall be deposited to 


x othe appropriation.) 


If either 


Mined and 
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Bor C had executed an assignment in connection!with the... 
application, the payment which can be made ($12.50) must be deter- 


the amount assigned deducted from ‘such payment.-.-This -mus¢ 


be done because of the fact. that the assignee is entitled to no more 
than the amount which is availabié for payment: to’ the-applicanti 


Subparagraph d. is amended to ready’! Scimog fenctoce ss 


d. Additional payment to be certified at'a later date. —-- er 


When, in accordance with b above, only a’partial payment is certified 
the additional amount due will be certified on Form WD-12 when more 
_of the amount overpaid is recovered by refund or set-off. 


The following 


subparagraph e is to be added after subparagraph dy. | 


a. Preparation of form wae 


GQ). In cases where adjustment appligation is-to be submitted. to 


. Preaudit ana full additional’ payment due cannot be certified. 


“tay 


(g) 


Enter in the space provided,’ the State. and county code and 


.,@pplication Serial number assigned the related adjustment 
application. ”. si 5 Senate” ia ile ae Na i 


“its 


. Do not make an entry in the Space provided for the D. 0. 
Voucher number. ‘at this time, Aisiaelirchnaii witnSciaia' ea: 


‘Biber, fi ‘the space piovided ‘the tpplicebie program, o-g., 


"1942 ACP", "1942 “drop Parity", “ebo.°” - 


Enter the name and address of the applicant on the line 


provided and to the right of his name, after :the dollar , 
-; Mark, the amount of the payment which is being withheld, 


Do not. make any entries on the iiext succeeding line; 


Enter a’ chéck- mark "iW the"b¥eek adjacant’ to-reason humber 1, 


The certifying officer shall eign and enéer ihe: gare with 
held in the space provided in Part I of the form, 


yet ee 


pe The: original and ‘one carbon copy. of. ‘the. form niet be signed 
“an the original. ‘The signed carbon copy will be forwarded 
to the Preaudit with the related application for payment. 
The original and unsigned copy will be filed in the State 
- Office until the balance of the aaranaen or a portion thereof 
may be certified. ; 


(h) Maire no further entries on Form WD-12 at this time. 

(2) In cases where balance’ of paynent ese is. to be certified, complete 
the original and file copy of Form WD-12, Boece in accordance 
with paragraph (2). above, as follows: . ; 


(@) Enter in ‘the space Serad ‘the D. 0. Nueoher number under 
which ‘the adjustment emp ica ton was paid. 


(b) If a deduction or set- off is to te nada fron the applicant's 
payment enter after the words "Deduction, Stanny Or ues 
description ‘of the! ‘indebtedness or deduction item, e.g., 
"Set—off for AAA, 1940 Acp", "Advance on ACP 100, 1940", 

etc., and enter in space provided on the line the amount to 
be deducted. The deduction will be made in accordance with 
the procedure in WD-7 Revised. 


Co), i If alt or part of the applicant's payment. is to be used to 
Fre liquidate an assignment. enter the: name and address of the 
i tr Ptassipnee and the amount, that. can. properly be paid him, in 
or “2 "Bart IIT immediately to the right of the space provided for 
) showing the amount to be paid the applicant. Enter the 
word "assignee" after the assignee's name. 


(a) Enter in the space provided in Part II the difference be- 
_ tween the amounts entered in Part I less any amount to be 
paid the assignee. | 


‘(e) ‘The certifying officer shall sign and enter the date in 
the spaces provided in Part II, 


(f) The payments certified the applicant or assignee in Part II 
will be scheduled in the same manner as payments on appli- 
cations for payment. 


(g) The original of Form WD-12 will be transmitted to the Pre- 
audit Office with the related voucher forms and the copy 
returned to the State Office files. 


(3) In-cases where the entire amount withheld cannot be certified 
but additional payments may be certified from time to time as 
more of the overpayment is recovered —-~ 


“ 
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(a) Complete the original and filé copy of Porm WD-12, prepared 


oe accordance with paragraph (1), as follows: 


oe (1) Encircle the amount éntéred on the ldne: with the appli- 
-" -* cant's. name and enter imiediately above such entry the 
amount that has been reyovered by refund or set-off 
and is available for certification. ..-1) 44: 


(14) Make other entries on the form in accordance ‘with para- 
eragh (2) ,.-(a)-:to. (e) “inclusive using the unéncircled 
entries in; the‘computdtioiis.. oy eee 


(b) Prepare another set of Forms WD-12 and. handle* in‘ aecordance 
__ with paragraph (1) exeept’ thit’ ‘the. signed carbon will de 

“'transing tted.to -the-Preaudit with: the related original of 
Form WD-12 instead of with the related application for pay- 
ment. The amount to be ‘entered on the, Line with the appli- 
cant's name. in, Part «Iwill be the difference between the 
encircled and. unencircled ‘amounts entered onthe line with 
the name of, the applicant in Part I. of the Form WD-12, which 

- was completed.in accordance with paragraph: 3a above. 
(ey Repeat the procedure in paragraph (a), and where necessary 
in paragraph (b), each time an additional amount may be 


an 5 8 


ae Or Voucher number undér-which the previous WD-12 was 


“Spas as 5) 
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peVs Je lie Thompson 
teting Director, Western. Division 
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